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User Friendly Arithmetic 



Developed by: 
T. Grayson Redford 
Edmund Vitale, Jr. 



USER FRIENDLY ARITHMETIC 



INTRODUCTION 



OUTLINE 

WE WILL START WITH A REVIEW OF DEFINITIONS, NUMBER 
ORGANIZATION, OPERATIONS AND SYMBOLS. 

WORD PROBLEMS WILL FORM THE BASIS FOR EXAMINING EACH 
MATHEMATICAL PROCEDURE. 

WORD PROBLEMS CONTAIN EASY NUMBERS AND PROCEDURES AT THE 
BEGINNING IN ORDER TO EMPHASIZE UNDERSTANDING OF THE PROBLEM. 
THE PROBLEMS WILL INCREASE IN COMPLEXITY AS CONFIDENCE AND 
SKILL IMPROVE. 

WE WILL PAUSE FOR CALCULATION DRILLS WHEN NECESSARY. 
EXPECT ONE OR TWO PROBLEMS IN EACH OF THE FOLLOWING AREAS: 

A . WHO LE._NUMBERS 

ADDITION 
SUBTRACTION 
MULTIPLICATION 
DIVISION 

MIXED/MULTIPLE OPERATIONS 

B. DECIMALS 

PLACE NAME/PLACE VALUE/ROUNDING 

ADDITION 

SUBTRACTION 

MULTIPLICATION 

DIVISION 

MIXED/MULTIPLE OPERATIONS 

C. FRACTIONS 

FRACTION /DECIMAL CONVERSIO!! 

EQUIVALENT/COMMON DENOMINATOR 

LOWEST TERMS/MIXED NUMBERS 

ADDITION 

SUBTRACTION 

MULTIPLICATION 

DIVISION 

MIXED/MULTIPLE OPERATIONS 

D . RATI 0/ PRO PORT I ON / PERCENT 

CONVERTING DECIMALS, FRACTIONS, PERCENTS 

PROPORTION 

PERCENT 

INTEREST 



2 . LEARJiER .P ARII C I.P ATIOMj. 

* LOOK UP UNFAMILIAR WORDS, OPERATIONS OR PROCEDURES. 

* MAKE A WORD LIST. 

* ASK QUESTIONS ABOUT ANYTHING YOU DON'T UNDERSTAND: 

CONTENT (WORDS, SYMBOLS, NUMBERS) 

PROCEDURE (USING RESOURCES, ORDER OF OPERATIONS) 
RESULTS OF PROBLEM SOLVING ACTIVITY 
METHODS USED: YOURS AND OTHERS ^_ wpTHon 

REASONS FOR YOUR SELECTION OF A PARTICULAR METHOD 
ADVANTAGES OF ONE METHOD OVER ANOTHER 

* PRACTICE UNFAMILIAR OPERATIONS AND PROCEDURES: 

PAPER AND PENCIL 

COMPUTER AIDED INSTP-CTION 



3 , uyjunr^^ AND PROC EDURES^O^.EJJSm-IlLmiS_-COmS£l 

A. WOR D PROBLEMS: 

READ WORD PROBLEMS (TWO OR MORE TIMES) 

DETERMINE WHAT IS BEING ASKED 

nRAW A PICTURE TO HELP UNDERSTANDING 

Se^ERMINE CALCULATIONS REQUIRED ( |fW THE EQUATION ) 
USE BOOKS AS RESOURCES: ^ JM^H^O^CulSJ OnI MATH 

3 ) HEALTH OCCUPATIONS KNOWLEDGE 

4) DICTIONARY 

CALCULATE 

CHECK YOUR CALCULATIONS 

t-fifE%?:f rSs^so others will understand THEM • 

^' wiLL^lfBAslS^'o -flioSE OPERATIONS USED IN WORD PROBLEMS 
WILL VARY DEPENDING ON INDIVIDUAL REQUIREMENTS 
WILL NORMALLY BE DONE OUTSIDE CLASS 
WILL BE REVIEWED IN CLASS IF NOT UNDERSTOOD, 

OTHERWISE WILL BE REVIEWED BETWEEN CLASSES 

^' TIIp^^Sf ntS BEFORE/ ^FTER COURSE TO DETERMINE SKILL LEVEL 
^NFORMA^IsSESSMENi bIsED ON DEMONSTRATED PERFORMANCE ON 
PROBLEM SOLVING AND PRACTICE EXERCISES; 
TvrTtmFS PERIPHERAL ABILITIES SUCH AS CONFIDENCE, 
S?f.TION THOUGHTfI^^^ ABILITY TO COMMUNICATE 

RESULTS COMMUNICATED VERBALLY TO STUDENT 

S?ORdId iriNDIViDUAL FOLDERS MAINTAINED BY PROJECT PRO 
D. ME£IIN^_TIM£/P.LA.CE.L TBA 
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READ AND COMRREHEND 
1« Read the problem aloud. 



2. Do you know ail the words In the problem? Look up those of which you 
are not sure. 



3. Summarize in your own words what the problem is asking you to do. 



4. Draw a sketch to help you visualize the situation. 



DETERMINE MAXH CALCU LAX lONCS) XO 
BE RERRORMED 



5. Explain whether the problem asks you to add, subtract, multiply or 
divide. What are the words of the problem that lead you to that 
conclusion? 



6. If applicable from the problem, ask: Are these whole numbers, fractions, 
decimals? 



RIND IN MAXH BOOK AN EXAMRLE OR 
RERRORM 1 NG XH I S MAXH CALCU LAX 1 ON 

7. Find an explanation of how to perform this math calculation in the math 
book(s). 



CALOULAXE 

8, Use the operations and numbers you have identified to calculate a result 
which will give you or lead you to an answer to the questkMi asked. 



WR 1 XE 

9. Write out the answer in a sentence or paragraph and show ail the work, 
making sure that anyone who reads it can understand exactly what you 
have done. 



AKITHMETIC PROBLEMS 



A. NUMBER ORGANIZATION: 

#1. YOU TAKE A PATIENT'S TEMPERATLRE AN'D 

FIN'D IT TO BE iOl DEGREES FAHRENHEIT. YOU KNOW NORMAL HUMAN BODY 
TEMPERATURE IS '^S . 5 DEGREES. 

WHAT CAN YOU SAY ABOUT THIS PATIENT'S TEMPERATURE? 

DISCUSS WHAT IS MtANT BY 'HlC-H" AND 'L . "GRE.ATER" AND "SMALLER". 

FIND "HE PATIF- "S TEMFEFATURE AND N'.-) BODY TEMPERATURE ON THE 
• SCHEM.ATIC "the; IOMETER" BFLoW, 



i ■ . . M ! I . : 1 I I I I I I I I I I 



#2. YOU measure the HEIGHT OF TWO 
PATIENTS. THE FIRST IS SI.X FEET. TWO INCHES. THE SECOND IS SIXTY 
TWO INCHES. 

WHICH IS TALLER? WHICH IS BIGGER? E.KPLA V. 

DISCUSS WHAT IS MEANT BY "TALL" AND "SHORT". "BIGGER" .AND 
"LITTLER" . 

FIND THE TWO PATIENT'S HEIGHTS ON ~HF SCHEMATIC "RULER" BELOW. 

FFET IN' "' HES 



^0 



B. 


ADDITION: 


#3. 


HEALTH 


MATH 


PAGE 


13. 


PROBLEM 2. 






#4. 


HEALTH 


MATH 


PAGE 


1 5 . 


PROBLEM 4. 


e. 


SUBTRACTION: 


#5. 


HEALTH 


MATH 


PAGE 


21 . 


PROBLEM 7. 






#6. 


HEALTH 


MATH 


PAGE 


23 . 


PROBLEM 9. 


D. 


MULTIPLICATION: 


#7. 


HEALTH 


MATH 


PAGE 


93. 


PROBLEM I. 






#8. 


HEALTH 


MATH 


PAGE 


94. 


PROBLEM 2. 


E. 


DIVISION: 


#9. 


HEALTH 


MATH 


i-'AGE 


102 . 


PROBLEM 4. 
















(36 INCH 






#10. 


HEALTH MATH PAGE 


104. PROBLEM b 



(60 INCHES I 

(CHANGE NUMBERS TO WHOLE FOR INITIAL EXERCISES) 



li 
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F. MIXED MULTIPLE OPERATIONS: 

(CHANGE NX-MBERS TO WHOLE FOR I N IT I aL FXERr r si: S , SIS. SI5. SIl. S" 

* 1 1 • TOUR RFr,r<;Ti?^Trn v 
TWO FAMILIES OF WMC EMPLOYEES Wr^H rn ^v- 

ADVERTISED O.V THE ATTACHED FL^EP rppp ?o J"^ '^'^^'^ ™ MONTICELLO 
CHILDREN- IN THE TWO F AM r i r FS RrV -u^^^ "^^^ ^^^^ '^^^^'^^ ^-^D FIVE 
TAKE A FRIEND ALONY ^ HE PH I f HRfI- ' <S "f^ "^""'^ TEENAGERS EACH WANT TO 
13, 12. q, 8 > -^HFUP h Jl . ^ -^^^^ •■^RE -^S FOLLOWS: 1^. i> 

8. ^. .HERE I.s ONLY SIOO AVAILABLE TO PAY FOR THE TRIp! 

WHoIe'grJ;^'"''^-^"'^^™^^ of PEOPLE THAT CAN GO -from THE^ 
g,^''^^ ^•^■^-^'-V ML-ST INCLUDE AT LEAST ONE ADULT. HOW MANY CAN 

PARTIC^P.J^e'" ACCOMPANIED BY AN ADULT. HOW MANY CAN 

" Ti/iY^i;:^Uf - --^ --nts will 

S. HOW MUCH WOULD IT COST FOR EVERYONE TO G07 

"uir^iS ^ ^ THE TWO FRIENDS 

ANSWER THIS 0UES?iON . ASSLMPTIONS YOU MUST MAkF TO 

' 'i^i^^' e\^.^ei^ATfoN'";""-^ - 

TEENS (I 3- 1 6 ) . CH I LDReS ( 6- I ^ , AND^^JddlERS^ t aApp''' ' ^'"'^^ ' ^ ' ' 
ALLOW SPENDING HXACTLY S I 00 . " V^tTt'^! 'sm^':^"^^ 'l^^ 

' THf RES;s^RA^!af S?rp-'-^'^"^^ ^-^^ -^'"^^ ^-^^ to .OMPLFTE 
QUESTI-rs^.'-^^'"^'- '^^^-^^nONS DO YOU NEED TO ANSWER ALL OF THE 
WHERE WI.L YOU LOOK FOR HELP TO DO THE MATH CORRECTLY.' 

MUsrc!!'ff'npp?^nc" -^^'S^'FRS TO QUESTIONS ABOUT THE TOUR frt.T 
MUST CHILDREN BE ACCOMPANIED BY AN ADULT)? 



FREE D-C. 



When: Saturdav, April ^ Depart WMC: 3:00 am 

• or - Return wUC: 6:00 pm 

Saturday, April Ll-'^' 

Fee: SI. CO per person 

Number of Seats: Total payment attached: S 

Make checks payable to WMC. 

Take advantage of some of the wonderful attractions in DC which are free of 
charge, often thanks to us, the taxpayers! Begin the day amidst the daffodils, 
cherry blossoms and magnolias on a tour of the National Arboretum, Purchase 
lunch "^'^in the cafeteria at the National Shrine of the Immaculate Conception. 
Take a guided tour of this magnificent cathedral. NASA Space Flight Center in 
Greenbelt is the next stop where hands-on exhibits explaining the space 
program will delight adults and children. 

This is the weekend of the Cherry Blossom Festival, but our trip is designed 
to avoid the crowds and congestion downtown. 

Name: Dept: 



Addresis: 



Home Phone: Dept Ext: 



- clip ---------- clip- ---------- clip- 

MONTICELLO AND LUNCH AT MICHIE TAVERN 

When: Saturday, May 9 Depart WMC: 8:30 am 

- or - Return WMC: 7:30 pra 

Saturday, May 30 

Fee for luncheon buffet and tours of Michie Tavern & Monticello: 



yrs - Adult $18.00 x persons 

13 yrs - 16 yrs 14,50 x persons 

6 yrs - 12 yrs 10.50 x persons 

3 yrs and under 7.50 x persons 



Total payment attached: $ 
Make checks payable to WMC. 



Spring should be in full bloom at Michie Tavern and Monticello for this outing 
in Thomas Jafferson's Virginia. A tour of the 200 year old tavern, mill and 
winery will precede a buffet lunch of fried chicken and all the Southern 
fixings. Then there will be ample time at Monticello to see the gardens, the 
house, the out buildings and the gift shop. (There will be a wait in line for 
the 45 minute house tour because Monticello does not schedule tours. The line 
tends to move fairly quickly as groups of 25 are taken inside every 5-3 
minutes. ) 



Name: Dept: 

Address: 



G. DESIGNING PROBLEMS: 



THE HOSPITAL HAS FIVE FLO()RS AND A BASEMENT. FOUR )F THF 
FLOORS HAVE PATIENT ROOMS. THERE ARE SiXTV-rlVE PATIENT K^^OMS oN 
EACH OF THE FOUR FLOORS. 

WRITE DOWN A QUESTION WHICH MAY BE ANSWERED BY MATHEMATICAL 
APPLICATIONS OF THE INFORMATION ABOVE. DESCRIBE THE PROBLEM SET- 
UP, WHICH OPERATIONS ARE TO BE USED AND THE ORDER OF OPERATIONS. 
AFTER DISCUSSION WITH OTHER PARTICIPANTS AND THE INSTRUCTOR* 
ATTEMPT TO WORK OUT THE ANSWER. VOU MAY WISH TO ADD QUESTIONS 
AFTER THE DISCUSSIONS AND ANSWER THEM AS WELL. 



DECIMALS 



A. ADDITIOM: 

#1. FIND A BANK STATEMENT IN THE HEALTH 
OCCUPATIONS KNOWLEDGE BASE : DISCUSS HOW YOU WENT ABOUT FINDING THE 
STATEMENT. ADD THE NUMBERS IN THE COLUMN ENTITLED "DEPOSITS AND 
OTHER CREDITS'^: CAN YOU FIND THE TOTAL YOU COMPUTED ANYWHERE ELSE 
ON THE FORM? 

#2. NOW ADD THE NUMBERS IN THE COLUMN 
ENTITLED "CHECKS AND OTHER DEBITS": CAN YOU FIND THE TOTAL YOU 
COMPCTED ANYWHERE ELSE ON THE FORM? HOW CAN YOU USE THESE TOTALS 
WITH THE BhCilNNlNG BALANCE TO COMPUTE THE NEW BALANCE? 



B. 



SUBTRACTION: 



#3. HEALTH MATH PAGE 9^. PROBLEM 1. 
#4. HEALTH MATH PAGE 98. PROBLEM 3. 



MULTIPLICATION 



#5. HEALTH MATH PAGE 66. 
#6, HEALTH MATH PAGE bS 



PROBLEM 9. 
PROBLEM iO 



DIVISION: 



#7, 
#8. 



HEALTH 
HEALTH 



MATH 
MATH 



PAGE 
PAGE 



"S. 
S2 



PROBLEM I 
PROBLEM 5 



E. MIXED MULTIPLE OPERATIONS: 

#9. HEALTH MATH 

#10. HEALTH MATH 

YOU HAVE RECEIVED A NOTICE IN F 



PAGE ^2, PROB 14, 
PAGE ^6, PROB I'' , 
MAIL AS FOLLOWS 



DEAR CUSTOMER . 



WK KhGKhT 
INCREASE PRICES 
SHIPPING RATE 
SHI PIMNG CHARGES ARE 
ORDER (BEH)RE SALES 



I HAT DUE TO I NFL A TICA* WE 
ON SOME OF OUR PRODUCTS. WE 
SCALE to REFLECT CURRENT 
NOW FIGURED AT 1,5" OF 
FAX) . BELCW \0U WILL 



LIST. AVY 
ft •ONOM [ CAE 



ITrMS 
PR ICES 



NOT LISTED W 
INDICATED IN 



0(. 



C(A'TINUr 
R CURRENT 



FIND IT NECESSARY TO 
HAVE ALSO CHANGED OUR 
^•OSTS MORE CLOSELY. 
TOTAL SALES PRICE PER 
FIND A RE\'ISED PRICES 
TO BE SUPPLIED AT THE 

cA i Ai.oi u;e . 



CWTA 
X515 
AI02 
C30 
L " " S 
A 1 0 1 

Ols: 



OGUE NUMBER 



D ESCRii^TiON 
COPN PAPKR 
DAILY LOG PAGES 
KILE FOL.DE^S 
LECiAL PADS 
P-XTIENT LFDC^ER CD 
PHONE MSG. BOOKS 
POST- IT NOTE PADS 



UNIT PRICE 



n . 3 5 /REAM 

. 21 
4.4] 



S I 2 . 2 5/DOZ 
S4 I , -^0 / 1000 
S 5 . h 4 
.5 3,'->5/DOZ 



COMPLETE THE LIST oh hXTKNSION 
AND WRITE THE SUBTOTAL. SALES 



S I N(T.Kr.LV . 

slpekjor office supply 

prices based on this new information 
pax. shippinc} and total cost. 



iliSISSPt AVAILABLE 



K. DESIGNING PROBLEMS: 



THE HOSPITAL HAS F[VE FLOORS A.VD A BASEMhNT. hOlR Oh THE 
hLOORS HAVE PATIENT ROOMS. THERE ARE SIXTV-FfVE FATIr.NI' KUCMS (.)N 
EACH OF THE FOUR FLOORS. 

EACH ROOM HAS AT LEAST ONE BED AND SOME ROOMS HAVE TWO. Ne) 
ROOMS HAVE MORE THAN TWO BEDS. THERE ARE FOLK HUNDRED .^-AT 1 ENT BirDS 
IN THE HOSPITAL- 

A PATIENT PAYS FIVE HUNOKED rHIHFEEN DOLLARS AND TWENTY FIVE 
CENTS PER DAY. FOR A r^FD [F THERE AKr TWO BEDS TO A RO(;M AND SEVEN 
HUNDRED NINE DOLLARS AND F i C}HTY ONE CFNTS PER DAY IF ASSIGNED TO A 
ROOM WITH ONF BED. 

WRLT- DOWN AT !.FAST TWO NEW QLESFIONS WHICH MAY BE ANSWERED B\ 
MATHnMAFlCAL APPLICATIONS oF THb INFORMATION ABOVE. WRITE (JNE 
gUhSTION (;N one PAGL of paper. LNDER each DESCRIBE THE PROBLEM 
SFT-UP. WHICH OPERATIc;NS ARE TO BE USED AND ORDER OF OPERATIONS. 
AFTER DISCUSSION WITH OTHER PARTICIPANTS AND IHE INSTRUCTOR, 
ATTEMPT TO WORK OL ; THE ANSWER I O EACH QUESTION. YOU MAY WISH TO 
ADD QUESTIONS AFTER THE D USCt;.s S i ON S AND ANSWER THEM AS WELL. 
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er Friendly Fractions 



Developed by: 
T. Grayson Redford 
Edmund Vitale, Jr. 



'■ -J 

USER FRIENDLY FRACTIONS 
INTRODUCTION 



1 . OUTLINE 

* WE WILL START WITH A REVIEW OF DEFINITIONS, NUMBER 
ORGANIZATION, OPERATIONS AND SYMBOLS. 

* WORD PROBLEMS WILL FORM THE BASIS FOR EXAMINING EACH 
MATHEMATICAL PROCEDURE. 

* WORD PROBLEMS CONTAIN EASY NUMBERS AND PROCEDURES AT" THE 
BEGINNING IN ORDER TO EMPHASIZE UNDERSTANDING OF THE PROBLEM. 

* THE PROBLEMS WILL INCREASE IN COMPLEXITY AS CONFIDENCE AND 
SKILL IMPROVE. 

* WE WILL PAUSE FOR CALCULATION DRILLS WHEN NECESSARY. 

* EXPECT ONE OR TWO PROBLEMS IN EACH OF THE FOLLOWING AREAS: 

A . WHOLE _N UM B ERS 

ADDITION 
SUBTRACTION 
MULTIPLICATION 
DIVISION 

MIXED/MULTIPLE OPERATIONS 

B. DECIMALS 

PLACE NAME/PLACE VALUE/ROUNDING 

ADDITION 

SUBTRACTION 

MULTIPLICATION 

DIVISION 

MIXED/MULTIPLE OPERATIONS 

C . FRAC TIONS 

FRACTION/DECIMAL CONVERSION 

EOUIVALENT/COMMON DENOMINATOR 

LOWEST TERMS /MIXED NUMBERS 

ADDITION 

SUBTRACTION 

MULTIPLICATION 

DIVISION 

MIXED/MULTIPLE OPERATIONS 

D. RATIO/PROPORTIO N/PERCENT 

CONVERTING DECIMALS, FRACTIONS, PERCENTS 

PROPORTION 

PERCENT 

INTEREST 

E. OTHER TO PICS AS DESIRED 

MEASUREMENTS 
UNIT CONVERSIONS 
GRAPHS 
TABLES 



lERlC 



LEARNER PAR_TICI PAT ION : 

LOOK UP UNFAMILIAR WORDS, OPERATIONS OR PROCEDURES. 
MAKE A WORD LIST. 

ASK QUESTIONS ABOUT ANYTHING YOU DON'T UNDERSTAND: 
. CONTENT (WORDS. SYMBOLS, NUMBERS) 

PROCEDURE (USING RESOURCES. ORDER OF OPERATIONS) 
RESULTS OF PROBLEM SOLVING ACTIVITY 
METHODS USED: YOURS AND OTHERS 

REASONS FOR YOUR SELECTION OF A PARTICULAR METHOD 
ADVANTAGES OF ONE METHOD OVER ANOTHER 

PRACTICE UNFAMILIAR OPERATIONS AND PROCEDURES: 
PAPER AND PENCIL 
COMPUTER AIDED INSTRUCTION 



METHODS AND PROCEDURES TO BE USED IN THIS COU RSE: 

A . W ORD PROBLEMS: 

READ WORD PROBLEMS (TWO OR MORE TIMES) 

DETERMINE WHAT IS BEING ASKED 

DRAW A PICTURE TO HELP UNDERSTANDING 

DETERMINE CALCULATIONS REQUIRED (SET UP THE EQUATION) 
USE BOOKS AS RESOURCES: 1 )MATH BY OBJECTIVES 

2) HEALTH OCCUPATIONS MATH 

3 ) HEALTH OCCUPATIONS KNOWLEDGE 

4) DICTIONARY 

CALCULATE 

CHECK YOUR CALCULATIONS 
ANSWER THE QUESTION 

WRITE THE RESULTS SO OTHERS WILL UNDERSTAND THEM 

B . PRACTI CE EXERCISES: 

WILL BE BASED ON THOSE OPERATIONS USED IN WORD PROBLEMS 

WILL VARY DEPENDING ON INDIVIDUAL REQUIREMENTS 

WILL NORMALLY BE DONE OUTSIDE CLASS 

WILL BE REVIEWED IN CLASS IF NOT UNDERSTOOD, 

OTHERWISE WILL BE REVIEWED BETWEEN CLASSES 

C. TESTING: 

ASSESSMENTS BEFORE/AFTER COURSE TO DETERMINE SKILL LEVEL 
INFORMAL ASSESSMENT BASED ON DEMONSTRATED PERFORMANCE ON 
PROBLEM SOLVING AND PRACTICE EXERCISES; 
INCLUDES PERIPHERAL ABILITIES SUCH AS CONFIDENCE, 
ORGANIZATION, THOUGHTFULNESS , ABILITY TO COMMUNICATE 
RESULTS COMMUNICATED VERBALLY TO STUDENT 

RECORDED IN INDIVIDUAL FOLDERS MAINTAINED BY PROJECT PRO 

D . MEETI NG T IME/PLACE: TBA 



FRACTIONS 



A. NUMBER ORGANIZATION: 

#1. THE PHARMACIST HAS TWO BOTTLES OF 
MEDICINE ON THE SHELF. BOTH BOTTLES ARE GRADUATED FRACTIONALLY. 
THE FIRST IS ONE THIRD FULL AND THE SECOND IS TWO FIFTHS FULL, IF 
THE BOTTLES ARE THE SAME SIZE. WHICH CONTAINS THE GREATER AMOUNT OF 
MEDICINE? 

DISCUSS WHAT IS MEANT BY 'GREATER" AND "SMALLER" WHEN COMPARING 
FRACTIONS. ARE THERE THINGS TO CONSIDER THAT WERE NOT PRESENT WHEN 
TALKING ABOUT WHOLE NUMBERS? 



#2. IN CLEANING OUT THE MEDICINE CHEST 
JANE FOUND EIGHT PARTIALLY FULL BOTTLES OF RUBBING ALCOHOL, ALL THE 
SAME SIZE. EACH BOTTLE WAS TWO FIFTHS FULL. IF SHE COMBINED ALL 
Ob THE ALCOHOL INTO THE LEAST POSSIBLE NUMBER OF BOTTLES, HOW MANY 
FULL BOTTLES OF ALCOHOL WOULD SHE HAVE? 



B. ADDITION: 

#3. IN CLEANING OUT THE MEDICINE CHEST 
JANE FOUND THREE PARTIALLY FULL PINT BOTTLES OF RUBBING ALCOHOL, 
ALL THE SAME SIZE. THE FIRST BOTTLE WAS THREE QUARTERS FULL, THE 
SECOND BOTTLE ONE THIRD FULL AND THE LAST BOTTLE ONE EIGHTH FULL, 
HOW MANY PINTS OF ALCOHOL DID SHE FIND? 



#4, YOU NEED TO BUY FIVE POUNDS OF 
HAMBURGER FOR A WEEKEND PICNIC. AT THE SUPERMARKET MEAT COUNTER 
YOU FIND PACKAGES Oh HAMBURGER LABELED AS FOLLOWS: I&1/2 lb, 
1&1/4 lb, lA:l/5 lb, 1&7/8 lb, 1&1/3 lb, lvV5/6 lb, 1&3/4 lb, ^ 
1&2/3 lb, 1&3/10 lb, 1&3/8 lb. THE PRICE PER POUND ON EACH LABEL 
IS $1.75. WHICH PACKAGES WILL YOU BUY TO GET AT LEAST FIVE POUNDS, 
BUT SPEND LITTLE OR NO EXTRA MONEY. 



SUBTRACTION: 



#5. 
#6. 



HEALTH 
HEALTH 



MATH 
MATH 



PAGE 
PAGE 



9^ 
99 



PROBLEM 1 
PROBLEM 3 



D. MULTIPLICATION: 

#7 . A TEASPOON I S ONE THI RD OF A 
TABLESPOON. A TABLESPOON IS ONE HALF OF AN OUNCE. A TEASPOON IS 
WHAT PART OF AN OUNCE? IS THE ANSWER DIFFERENT IF THE QUESTION IS 
"WHAT PART OF AN OUNCE IS A TEASPOON?" 



DIVISION: 



THERE ARE 
WHAT PART 



SIXTEEN OUNCES 
(;F A PINT IS A 



#8. HOW 
IN A PINT. 
TEASPOON? 



MANY TEASPOONS IN ONE OUNCE? 
HOW MANY TEASPOONS IN A PINT? 



F. MIXED MULTIPLE OPERATIONS: 

# 9 . AS HOG L N L" R :S E \" b E D S To > T h N 

CHILDREN EACH A TABLESPOON AND A HALF OF CoLviH MEDICINE . SHK hAS 
A PLVT BOTTLE OF COCGH MEDLClNh WHICH IS ONE HAL I- rLLL. SHE KN^^WS 
THERE ARE 32 TABLESPOONS IN ONE PINT. DOES SHE HAVE ENOCGH 
MEDICINE? IF SO. HOW MUCH WILL BE LEFT AFTER GIVING ALL THE 
CHILDREN THEIR MEDICINE? 

G. DESIGNING PROBLEMS: 

THE HOSPITAL HAS FIVE FLOORS AND A BASEMENT. FOCR oF THE 
FLOORS HAVE PATIENT ROOMS. THERE ARE SIXTY-FIVE PATIENT ROOMS oN 
EACH OF THE FOCR FLOORS. 

EACH ROOM HAS AT LEAST ONE BED AND SOME RCX:)MS HAVE TWO. NC' 
ROOMS HAVE MORE THAN TWO BEDS. THERE ARE FOL'R HL'NDRED PATIENT BEDS 
IN THE HOSPI FAL. 

A PATIENT PAYS FIVE HCNDRED THIRTEEN DOLLARS AND TWENTY FIVE 
CENTS PER DAY FoR A BED IF THERE ARE TWO BEDS TO A ROOM AND SEVEN 
HUNDRED NINE DOLLARS AND EIGHTY ONE CENTS PER DAY IF ASSIGNED TO A 
ROOM WITH ONE BED. 

ON AVERAGE HALF OP THE TWO-BED ROOMS ARE FULLY OCCUPIED AT ANY 
ONE TIME. ONE QU"ARTER OP THE TWO-BED ROOMS HAVE ONE BED OCCUPIED 
AND TWO THIRDS OF THE SINGLE-BED ROOMS ARE OCCUPIED AT ONE TIME. 

WRITE DOWN AT LEAST TWO NEW QUESTIONS WHICH MAY BE ANSWERED BY 
MATHEMATICAL APPLICATIONS i)F THE INFORMATION ABOVE. WRITE ONE 
QUESTION ON ONE PAGE {■)F PAPER. UNDER E.^'H DESCRIBE THE PROBLEM 
SET-cp. WHICH OPERATIONS ARE TO BE USED .- ' D ORDER OF OPERATIONS. 
AFTER DISCUSSION WITH OTHER PARTlCIPANiS AND THE INSTRUCTOR. 
ATTEMPT TO WORK OLT THE ANSWER TO EACH QUi.STION. YOU MAY WISH TO 
ADD QIEST^ONS AFTER THE DISCUSSIONS AND ANSWER THEM AS WELL, 
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RAT IQ /PRQPQRT IQN /PERCENT 



A. CONVERTING DECIMALS, FRACTIONS, PERCENTS : 

#1. TWENTY FIVE OF FORTY PATIENTS HAVE 
PAID THEIR HOSPITAL BILLS IN FULL. WHAT FRACTION OF PATIENTS HAVE 
PAID UP? WHAT PERCENT OF PATIENTS HAVE PAID LP? EXPRESS THIS 
PERCENTAGE AS A DECIMAL. 



B. PROPORTION: 

#2. A LIQUID MEDICINE HAS A LABEL 
INDICATING THAT THE CONCENTRATION IS I5mg/ml. THE DOCTOR HAS 
ORDERED A DOSE OF 60mg OF THE MEDICINE BE GIVEN TO MR. JONES. HOW 
MUCH OF THE LIQUID SHOULD BE MEASURED OUT FOR HIM? 



#3. A LARGE VOLUME PARENTERAL IN A LITER 
BAG MUST BE INFUSED OVER 24 HOURS. AT WHAT INFUSION RATE (ml/HR) 
WOULD YOU SET THE PUMP? • (ROUND OFF YOUR ANSWER TO THE NEAREST ml. ) 



C. fbiKCENT: 

#4. AE ROBICS CLASS R EG I STRAT 1 (jN 



i;SE THE ATTACHED FLYER TO ANSWER THE FOLLOWING (JlESTIONS: 

1. ACCORDING TO THE FLYER. WHAT CONSTITUTES A "SESSION"? IS THE 
DEFINITION OF "SESSION" IMPORTANT TO THIS PROBLEM? 

2. IF YOU DECIDE TO SIGN UP FOR AEROBICS ON MONDAY AND WEDNESDAY. 
HOW MUCH WILL YOU HAVE TO PAY TO ATTEND FROM AUG 3 1 TO DEC 16? 

J. IF YOU DO SIGN UP FOR AEROBICS ON MONDAY AND WEDNESDAY. HOW 
MUCH WILL EACH 45 MINUTE PERIOD COST? 

4. HOW MUCH DOES FIGURE SHAPING COST? 

5. WHEN IS BODY SCULPTING AVAILABLE? 

6. HOW MUCH WILL YOU HAVE TO PAY FOR BOTH AEROBICS AND BODY 
SCULPTING FROM 1 SEP TO 1^ DEC? 

A DISCOUNT IS THE DIFFERENCE BETWEEN THE FULL PRICE AND THE 
DISCOUNTED PRICE. THE FLYER OFFERS A DISCOUNT FOR JOINING 
BOTH AEROBICS AND BODY SCULPTING AT THE SAME TIME. HOW MUCH 
IS THE DISCOUNT? 

S. THE % DISCOUNT IS THE DISCOUNT DIVIPED BY THE FULL PRICE. 
WHAT IS THE - DISCOUNT IN THIS CASE? 

q. [F THE PRICE DOESN'T CHANGE. AND YOt TAKE AEROBICS NOW AND 
BODY SCULPTING IN JANUARY. HOW MUCH WOULD YOU EXPECT TO PAY? 

10. HOW MUCH MONEY WOULD YOU SAVE BY TAKING BOTH AEROBICS AND BODY 
SCULPTING NOW? 

11. WHAT MATHEMATICAL OPERATIONS DO YOU NEED TO USE TO ANSWER 
THESE QUESTIONS? 

12. ' WHERE WILL YOU LOOK FOR HELP TO DO THE MATH CORRECTLY.' 

13. WHERE WILL YOU GET HELP TO UNDERSTAND THE FORM"? 
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AEROBICS 



SESSION I: 



SESSION II: 



SESSION III: 



COST: 



Moderate Impact Aerobics 
Monday and Wednesday 4:45 - 5:30 p.m, 
^ue^st 31 - December 16, 1992 
Rehabilitation Services, WMC 

Moderate Impact Aerobics 
Tuesday and Thursday 5:00 - 5:45 p.m. 
September 1 - December 17, 1992 
PRI, 1st Floor, 333 West Cork Street 

Figure Shaping - toning and conditioning 
Tuesday and Thursday 5:45 - 6:30 p.m. 
September 1 - December 17, 1992 
PRI, 1st Floor, 333 West Cork Street 

$40.00 for 16 weeks/32 sessions 

$30.00 per session for joining i^oih Aerobics 

and Body Sculpting 
Make checks payable to Winchester Medical 

Center 



REGISTRATION: 



For new participants, send Health History Form, 
consent and payment agreement with fee. 

For renewed registrants, send payment 

agreement and fee to Comprehensive Health 
Services. 



GEAR: 



Cool, comfortable clothing, supportive aerobic 
or workout shoes, and a mat or towel for 
floor work are recommended. 



QUESTIONS: 



Please call 
8885. 



Karin Hemphill at extension 



D. INTIiREST: 

;n-^H^,T/"r '^-^^^^ •^•"■•"■^■•^^ INTEREST. HOW MLVH M<XVF V v f f 

\Ol HAVE AT THE END OF ON'E VEAR? 

„.„,^,^ ^ #6. IF YOC PUT S 1000. on [\T0 A\ M CCVW 
vnr iJ-^^'^ ^^^^^^ INTEREST COMPOUXDED QUARTERLY. HOW MUCH WIIL 

\0L HAVE AT THE EXD OF THREE MONTHS V HOW MUCH AT THE EVD OF s r\ 

TIh'.'v.T -''^^'^ •^^•^•^"^^ AT THE Eio 
Or 1 tit YEAR . 
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E. MIXED MULTlFLh: OPERATIONS: 

#7 > PERFORM ANX 'E APPRAISAL WQRjC_S_HE£I 

MR. JACK SHUX ( SSN lll-ll-llll) WORkS FOR VOU . A(. k I .^lALLV 
WORKS HARD ON THE JOB. BLT OFTEN DUES NOT ACHIEVE EXPECTED RESULTS. 
HE DOES PARTICULARLY WELL WHEN' HE IS INTERESTED IN THE TASK AT 
HAND, WHICH HAPPENS OCCASIONALLY. AT ROUTINE, REPETITIVE OR BORING 
WORK HIS RESULTS ARE MEDIOCRE TO ADEQUATE, THOUGH HE APPEARS TO TRY 
HARD. MR. SHUX IS QUIET AND LAID BACK MOST OF THE TIME. USUALLY 
FRIENDLY WHEN HE DOES INTERACT WITH PEOPLE, HE SEEMS TO AVOID 
CONTACT WITH OTHERS WHEN HE CAN. DURING THE LAST YEAR, THE PERIOD 
WHICH YOU'RE EVALUATING, HE HAD ONE PUBLIC, LOUD ARGUMENT WITH A 
FEMALE CO-WORKER DURING WHICH EMOTIONAL PROFANITY WAS EXCHANGED. 
THE CO-WORKER. ALSO YOUR SUBORDINATE, LEFT EMPLOYMENT ABOUT ONE 
MONTH LATER, AND YOU COULD NOT DETERMINE ANY CONNECTION BETWEEN THE 
ARGUMENT AND HER LEAVING. SHE WAS THE BETTER EMPLOYEE. JACK WAS 
ABSENT TWICE, ONE DAY EACH, WITHOUT EXPLANATION, DURING THE YEAR. 
HE IS NEVER LATE FOR WORK. HE ATTENDED ALL IN-SERVICES. TO YOU HE 
IS POLITE, BUT NUT SUBMISSIVE. HE WILL GIVE HIS OPINION ONLY WHEN 
ASKED, BUT THE OPINIONS YOU'VE HEARD FROM HIM DO NOT SEEM VERY WELL 
THOUGHT OUT. YOU KNOW LITTLE ELSE ABOUT JACK SHUX. HIS JOB 
REQUIRES PHYSICAL AND MENTAL SKILLS AND SOME COMMUNICATION WITH 
OTHER EMPLOYEES. HE HAS VERY LITTLE CONTACT WITH PATIENTS. HIS 
DUTIES DO NOT REQUIRE MUCH TRAINING OR TECHNICAL ABILITY. 

EVALUATE JACK SHUX ON HIS JOB USING THE ABOVE INFORMATION TO 
DETERMINE PERFORMANCE RATING IN EACH OF THE FOLLOWING AREAS: 



AREA P ERCENT WEIGHT 

1. r.A.R.E. STANDARDS iO 

.2. KNOWLEDGE OF THE JOB 30 

3 . EFFORT 20 

4. RELIABILITY 25 

5. BEHAVIOR ON THE JOB 5 

6. ABILITY TO FOLLOW INSTRUCTIONS 10 



COMPUTE DECIMAL TOTALS (MULTIPLY PERCENT WEIGHT BY PERFORMANCE 
RATING FOR EACH AREA). COMPUTE DECIMAL POINT (ADD ALL DECIMAL 
TOTALS), AND OVERALL PERFORMANCE RATING (USING SCALE AT LOWER LEFT 
OF WORKSHEET), FILL OUT THE WORKSHEET: PUT YOUR NAME ON 

"APPRAISER'S SI(}NATURE" LINE. USE TODAY'S DATE. EXPLAIN EACH 
INDIVIDUAL RATING WITH ONE OR MURE SENTENCES ON THE BACK UNDER 
"APPRAISER'S COMMENTS", 

ANSWER THE FOLLOWING QUESTIONS ABOUT THIS PROJECT: 

1. WHAT M\THEMATICAL OPERATIONS DO YOU NEED TU USE TO COMPLETE 
THE WORKSHEET*/ 

2. WHERE WILL YOU LOOK FOR HELP TO DO THE MATH CORRECTLY V 

3. WHERE WILL YOU LOOK FOR HELP AND GUIDANCE IN COMPLETING THE 
WORKSHEET 

4. DEFINE THE FOLLOWING WORDS IN A WAY THAT IS MEANIN(}FUL TO 
COMPLETING THE WORKSHEET: RESPONSIBILITIES , STANDARDS, 
APPRAISAL. WHERE CAN YOU FIND THIS INFORMATION? 

5. WHICH OF THE DEFINITIONS IN NUMBER 4 SEEMS LEAST IMPORTANT TU 
YOU IN COMPLETING THE WORKSHEET? 



iriach«st«r Medical c«at«r^ inc. 



ParforBa&c:« Appraisal Workshaat 

Job Title 

Name 



Social Secxirity # 

Review Date 

Department 



Required Inservices Completed? Yes No 

(tlot ■■♦ting thit would riiilt In hold in wtrlt (non'rttro«ct1vt) 



Afabrtviattt kwf rMponsibUitlos m Uttod on tht Job Ootcription 
(Um additional ptQM if nacosMry.) 



1. C.A.R.X, Standards 



2. 



2. 



4« 



5, 



6« 



7. 



8< 



10< 



11, 



Popcent 
Weight 



Ptrfonainct Otcimol 

Rating Total 



X 



X 



□ ■ 

□ ■ 

□ ■ 

□ ■ 

□ ■ 

□ ■ 

□ ■ 

□ ■ 

□ ■ 

□ ■ 

□ ■ 



3.65-4.00 Outstanding<contittantly exceeds standards) 

2.80*3«64 Ganarally axcaada standards 

1.9S-2.79 Naats standards 

1.00*1.94 Ooaa not naat standards 



Decimal point: (sun of decimal totals) 
ParfonMnca Rating: 



Employee' s signature 



Date 



Appraiser's Signature 
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Date 



Department Head's Signature Date 



Appraiser's Comments: 



Employee's Comments: 



Goals: 




Employee Signature Date 

CO 

™view«d/R«viMd Dat«: PERFAPPR,FRM 

^ /QQ •> n /Qr> yoi ^ 



F. DESIGNING PROBLEMS: 



THE HOSPITAL HAS FIVE FLOORS AND A BASEMENT. FOUR OF THE 
FLOORS HAVE PATIENT ROOMS. THERE ARE SIXTY-FIVE PATIENT ROOMS ON 
EACH OF THE FOUR FLOORS. 

EACH ROOM HAS AT LEAST ONE BED AND SOME ROOMS HAVE TWO. NO 
ROOMS HAVE MORE THAN TWO BEDS. THERE ARE FOUR HUNDRED PATIENT BEDS 
IN THE HOSPITAL . 

A PATIENT PAYS FIVE HUNDRED THIRTEEN DOLLARS AND TWENTY FIVE 
CENTS PER DAY FOR A BED IF THERE ARE TWO BEDS TO A ROOM AND SEVEN 
HUNDRED NINE DOLLARS AND EIGHTY ONE CENl S PER DAY IF ASSIGNED TO A 
ROOM WITH ONF BED. 

ON AVERAGE HALF OF THE TWO-BED ROOMS ARE FULLY OCCUPIED AT ANY 
ONE TIME. ONE QUARTER OF THE TWO-BED ROOMS HAVE ONE BED OCCUPIED 
AND TWO THIRDS OF THE SINGLE-BED ROOMS ARL OCCUPIED AT ONE TIME. 

ALL PATIENT ROOMS .nND ADJOINING BATHS HAVE TILED FLOORS. EACH 
TWO-BED ROOM MEASURES FIFTEEN FEET BY TWELVE FEET. EACH SINGLE-BED 
ROOM MEASURES TLN FEET BY TWELVE FEET. EACH ROOM HAS A BATHROOM 
ADJOINING ir WHICH HAS A FLOOR SPACE OF TEN SQUARE FEET. ALL 
CORRIDORS ARE CARPETED.' 

WRITE DOWN AT LEAST THREE NEW QUESTIONS WHICH MAY BE ANSWERED 
BY MATHEMATICAL APPLICATIONS OF THE INFORMATION ABOVE. WRITE ONE 
QUESTION ON' ONE PAGE OF PAPER. UNDER EACH DESCRIBE THE PROBLEM 
SET-UP. WHICH OPERATIONS ARE TO BE USED AND ORDER OF OPERATIONS. 
AFTER DISCUSSION WITH OTHER PARTICIPANTS AND THE INSTRUCTOR, 
ATTEMPT TO WORK OUT THE ANSWER TO EACH QUESTION. YOU MAY WISH TO 
ADD QUESTIONS AFTER THE DISCUSSIONS AND ANSWER THEM AS WELL. 
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GEOMETRY 



A. LINES AND ANGLhS : 

#1. CONSIDER FOUR SThAiGiiT KUADS . F'vvo uF 
THE ROADS ARE PARALLEL. AND THE THIRD CROSSES THE . F I RS F TWO AT A 
SIXTY DEGREE ANGLE, THE FOURTH ROAD IS PERPEND [ CL'LAR TO THF 
PARALLEL ROADS. . Nu MORE THAN TWO ROADS INTERSECT AT ANY ONE PLACE. 
EACH INTERSECTION OF TWO ROADS CREATES FOUR ANGLES . DRAW A 
DIAGRAM. USING LINES TO REPRESENT EA(^H OF THE ROADS. WHICH SHOWS 
ALL POSSIBLE I NTERS i-.CT [ ONS . I ABEL EACH ANGLE OF EACH I \TERSE(;T I ON 
WITH ITS SIZE (N UKGKFrS. WHICH OF THE ANGLES ARE ACUTE. WHICH ARE 
OHTl SE AND WHICH ARK RICrHf ANCiLESV 

R, GEOMETRIC SHAPES:* 

#2. LuOK UP THE DEFINITION OF "POLYGON". 
WRITE DOWN THE PAGE NLMBER AND TITLE OF THE BOUK WHERE YOU FOUND 
IT. WHAT IS A RhGL LAH POLYGONV 

WRITE DOWN A SYNONYM FOR EACH OF THE FOLLOWING: 
A THREE SlUM) POLYGON - 
A FOUR SIDED [H)LYGON - 
A F I V !- SI UFD Pol VCrON - 
A SIX S I Dh I) I'OL YGoN - 
A SEVhN SiDEl) POLYGON - 
AN FKiHi SiDED POLYGON - 
A N I N E S [ DED POL YGON - 
A TEN SIDED POLYGON - 
A STOP SIGN !S A REciULAR _ _ . 

A BASEBALL, i I A*' ND fS A . OR A , 

FHRRE ;S A Hi.GE oI^FlCE UUILDING IN -aLINGTON. VA WHICH HAS 
FIVE EgUAL SiDFS. IT IS CALLED THE . 



#3. AS YOU STAND Jl ST -\ F THE EDGE oF A 
CIRCULAR PCf.)L WITH A FOUNTAIN IN THE CENTER. Y^.)UR FRIEND STANDS 
DIRECTLY OPPOSITE. ALSO AT THF EDCiF. S(.) THAT VHE I-OUNFAIN IS 
BhrWEEN vol. A I. ! NE DRAWN BETvVE:".\ YcU AND YOl R FRIEND Uv)ULD 

r)ESCRlBE :Hr. oF THE POOL. A lINh MrlW:-.hN VOU ANL/ THE 

hC NFMV rs .iF OF THE Pool.. l [■ aALK \BoUT 'JNE QUARTER 

oh Ihl- .\Kc/ND THE POOL W'Hi ./f ^'OLR FRl!£Ni) REMAINS STILL. A 
.^TR.\^GH^ LINE bhTWEEN 1 HE TWO OH YOU NOW lb A _ OF THF CIRCLE 

i-c>KMED BY THE POOL'S EDGE. THE IJ[i>rANCE i Ol vVxLk [ c" ALoNG THE EDGE 
■)\- THE POOL IS AN oF THF cih'CLf-. 



C. PKRl METER, CIRCUMFERENCE AND AREA OF QUADRILATERALS, 
TRIANGLES AND CIRCLES: 

A HOSPITAL HAS THREE DIFFERENT SHAPED ROOMS WHICH MAXAUEMENT PLAN'S 
TO RECARPET. THE INTERIOR DECORATOR, [N ORDER TO PROVIDE A 
PRELIMINARY ESTIMATE OF THE COST. CONSULTS THE BLUEPRINTS AND FINDS 
THAT: 

#4. THE FIRST ROOM HAS FOUR STRAIGHT 
SIDES OF DIFFERENT LENGTHS AS FOLLOWS: 15 FEET. 12 FEET. 20 FEET 
AND 13 FEET. THE 15 FT AND 20 FT SIDES ARE OPPOSITE AND PARALLEL 
EACH OTHER, WHILE THE 12 FT SIDE IS PERPENDICULAR TO BOTH OF THEM. 
DRAW A LINE DIAGRAM OF THE PERIMETER (;F THE ROOM. LABEL EACH SIDE 
WITH ITS . LENGTH AND COMPUTE THE LENGTH OF THE PERIMETER AND THE 
TOTAL AREA OF THE ROOM. 

#5. THE SECOND ROOM HAS ONLY THREE SIDES. 
ALL STRAIGHT. TWO OF THEM ARE AT RIGHT ANGLES AND ARE NINE AND 
TWELVE FEET LONG. THE THIRD SIDE IS FIFTEEN FEET LONG. DR.W A 
LINE DIAGRAM OF THE PERIMETER OF THE ROOM, LABEL EACH SIDE WITH ITS 
LE.N'GTH AND COMPUTE THE LENGTH OF THE PERIMETER AND THE TOTAL AREA 
OF THE ROOM. 

#6. THE THIRD ROOM IS CIRCULAR AND THE 
BLUEPRINT SHOWS ONLY THE DIAMETER. WHICH IS FOURTEEN FEET. USE 
n = 2 2/7. DRAW A LINE DIAGRAM OF THE PERIMETER OF THE ROOM, DRAW 
AND LABEL THE RADIUS AND COMPUTE THE LENGTH OF THE PERIMETER 
(CIRCUMFERENCE) AND THE TOTAL AREA OF THE ROOM. 

D. VOLUME OF PRISMS AND PYRAMIDS: 

#7. YOU WANT T(! FILL A DEEP S I NIC WITH 
WATER. THE SINK IS LARGER AT THE TOP THAN IT IS AT THE BOTTOM. 
THE OPEN TOP IS RECTANGULAR AND HORIZONTAL. TWO FEET BY THREE FEET. 
THE BOTTOM IS ALSO RECTANGULAR. BUT ONLY ONE FOOT BY THREE FEET, 
FLAT AND HORIZONTAL. THE TWO SIDES AND THE BACK ARE FLAT AND 
VERTICAL AND TWO FEET. TOP TO BOTTOM. THE FRONT IS FLAT. BUT 
SLANTS OUT TOWARD YOU. DRAW A LINE DIAGRAM OF ONE SIDE. THE TOP 
AND THE BuTTOM OF THE SINK, LABELING THE EDGES WITH THEIR LENGTHS. 
IF ONE CUBIC FCJOT CONTAINS SEVEN AND ONE HALF GALLONS. HOW MANY 
GALLONS WILL YOU NEED TO FILL THE SINKV 

#8. THE GREAT PYRAMID IN tGYPf HAS A 
SQUARE BASE TWO HUNDRED FEET ON A SIDE AND IS NiNETY FEET HIGH. 
DRAW A LINE DIAGRAM OF THE BASE AND ONE SIDE OF THE PYRAMID. 
LABELING EACH KNOWN EDGE WITH ITS LENGTH. HOW MANY CUBIC FFET DOES 
[T CONTAIN? 



r. . VOLLiMt; Uh t : V 1. I N'lJI- RS AND tONtiS: 

#9. A t- TMV '/lAl.LoX i'Kl M IS rHt^Hh l-HET 
HUiH. THtRE ARE Sh^rN AXL^ -Vh HALF .,AIL<)XS f \' -^XE tJlp :- h'-M, AND 
U = 22/"", WHAT [S !MK D!/-Mi.rKK uF i'hF l)RL"M ; 1 K \ \ i K;v AND 

A SIDE VTEW OF 'I HE HRLM AND LABEL THE HEioHT \XL' DlAMhTEK. 

#10. A PHARMACIST USES A LAROE CuNtCAL 
rUNNEL T;; hi Li. A NARR()W-M(.)ITH ONE-QlART JAR WITH A VISCOLS LIQLID. 
SINCE THe LI OLID RLN.S SI OWL V. rHii JAR IS ONLY HALF FULL >VHEN THE 
FLNNEL IS MLLED fo THE f'^F AND THE PHARMACIST S iOPS ADDING FLCID. 
THE FCXNLi IS SEVrX iXCHF.. A^/KOSS AT THE WIDEST END AND THREE 
INCHES ['ALL h R( Ai {'Hb WIOhSF hXD Ic THE NARROWEST POINT. CSE 
[I = AXO 5*.o CIBIC [\CHFS TO C^NE QUART.- CAN VOL GIVE THE 

PHARMlCiSr ANY ADVICE? 

F. VOLUME OF SPHERES: 

#11. A CHILD PLAYING AT A WADING POOL, 

WHICH IS FILLED Tn THE T(jP WITH WAFER, PUSHES A BEACH BALL UNDER 

THE WATER. THE BALL IS TWC AND ONE TENTH FEET IN DIAMETER. THERE 

ARE SEVEN AND oNE HALF f^AILu-N^ IN 'jNE CUBIC FOOT, AND H = ^^Z*^- 
riOW MU( H WATER SPM.LS '.)V£R; 
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G. SIMILAR TRIANGLES: 

#12, JACK HAS A TREE ON HIS PROPERTY 
WHICH HE WANTS TO CUT DOWN. THE TREE IS SURROUNDED ON FOUR SIDES 
AS FOLLOWS: 25 FEET FROM THE HOUSE, 35 FEET FROM THE GAZEBO, 10 
FEET FROM THE FENCE, AND 40 FEET FROM THE GARAGE. JACK WANTS TO 
DETERMINE IF THERE IS ENOUGH ROOM FOR THE TREE TO FALL WITHOUT 
DESTROYING ANYTHING AND IF SO, IN WHICH DIRECTIONS (IF ANY) SHOULD 
IT BE BROUGHT DOWN. HOW CAN JACK MAKE THIS DETERMINATION? 

•HOW CAN JACK USE THE INFORMATION IN THE DIAGRAM BELOW TO HELP HIM 
MAKE THIS DETERMINATION? 

HOW ARE TRIANGLES SI(}NIF[CANT TO THE SOLUTION OF THIS PROBLEM? 



HOW ARE THE TRIANGLES RELATED TO PROPORTION? 



O SUN 



/ 



/ 



/© T 

/ /| \ 6FT 



-9FT- I 



-45 FT- 



H. PYTHAGOREAN THEOREM: 

#13. YOU ARE FOUR MILES FROM THE N'EAR END 
OP A STRAIGHT BRIDGE WHICH CROSSES A LAKE. THE BRn)GE IS THREE 
MILES LONG AND PERPENDICULAR TO THE LINE FROM YOU TO ITS NEAR END. 
HOW FAR ARE YOU FROM THE OTHER END OF THE BRIDGE? 

#14. A MAINTENANCE MAN HAS TO PAINT THE 
OUTSIDE WALL OF A THREE STORY BUILDING. HE HAS A TWENTY-FIVE FOOT 
EXTENSION LADDER. FOR SAFETY, HE SETS THE FOOT OF THE LADDER SEVEN 
FEET FROM THE BOTTOM OF THE WALL. HOW HIGH ABOVE THE GROUND WILL 
THE LADDER TOUCH THE WALL"? 



I. DESIGNING PROBLEMS: 

A SECOND HOSPITAL IS DESIGNED AS A CYLINDER WITH THE PATIENT 
ROOMS AROUND THE OUTER EDGE OF EACH OF FOUR FLOORS. THE BASEMENT 
CONTAINS MAINTENANCE, SUPPLY. HOUSEKEEPING AND FOOD SERVICES AND 
ADMINISTRATION IS ON THE FIFTH (TOP) FLOOR. THE NURSES STATIONS, 
STAIRS AND ELEVATORS ARE IN THE CENTER OF EACH OF THE FIRST FOUR 
FLOORS. THE INSIDE OF EACH PATIENT ROOM EXTENDS FROM THE OUTER 
WALLS THIRTEEN FEET TOWARD THE CENTER, AND TEN FEET ALONG THE 
CIRCULAR. OUTER WALL. THE OUTSIDE DIAMETER OF THE BUILDING IS 
SEVENTY-FOUR FEET AND THE OUTER WALLS ARE TWO FEET THICK. INTERIOR 
WALLS BETWEEN PATIENT ROOMS ARE ONE FOOT THICK AND THERE ARE TWO 
FEET BETWEEN THE CEILING OF ONE ROOM AND THE FLOOR OF THE ROOM 
ABOVE. ALL CEILINGS ARE EIGHT FEET HIGH. THE ROOF IS THREE FEET 
THICK AND THE BASEMENT IS ENTIRELY UNDERGROUND. 

WRITE DOWN AT LEAST THREE QUESTIONS V.HICH MAY BE ANSWERED BY 
GEOMETRICAL APPLICATIONS OF THE INFORMAIION ABOVE. WRITE ONE 
QUEST I(;N ON ONE PAGE OF PAPER. UNDER EACH DESCRIBE THE PROBLEM 
SET-U-P, WHK.'H OPERATIONS ARE TO BE USED AND ORDER OF OPERATIONS. 
AFTER DISCUSSION WITH OTHER PARTICIPANTS AND THE INSTRUCTOR. 
ATTEMPT TO WORK OUT THE ANSWER TO EACH QUESTION. YOU MAY WISH TO 
ADD QUESTIONS AhTER THE DISCUSSIONS AND ANSWER THEM AS WELL. 



User Friendly Algebra 
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T. Grayson Redford 
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USER FRIENDLY ALGEBRA 



INTRODU CTION 



1 . OUTLINE 

* WE WILL START WITH A REVIEW OF DEFINITIONS, NUMBER 
ORGANIZATION, OPERATIONS AND SYMBOLS. 

* WORD PROBLEMS WILL FORM THE BASIS FOR EXAMINING EACH 
MATHEMATICAL PROCEDURE. 

* WORD PROBLEMS CONTAIN EASY NUMBERS AND PROCEDURES AT THE 
BEGINNING IN ORDER TO EMPHASIZE UNDERSTANDING OF THE PROBLEM. 

* THE PROBLEMS WILL INCREASE IN COMPLEXITY AS CONFIDENCE AND 
SKILL IMPROVE. 

* WE WILL PAUSE FOR CALCULATION DRILLS WHEN NECESSARY. 

* EXPECT ONE OR TWO PROBLEMS IN EACH OF THE FOLLOWING AREAS: 

A. FRACTIONS 

DECIMAL/FRACTION CONVERSION 

EQUIVALENT/COMMON DENOMINATOR 

LOWEST TERMS/MIXED NUMBERS 

ADDITION 

SUBTRACTION 

MULTIPLICATION 

DIVISION 

MIXED/MULTIPLE OPERATIONS 

B . RAT 10/ PROP ORT I ON / PERC ENT 

CONVERTING DECIMALS. FRACTIONS, PERCENTS 

PROPORTION 

PERCENT 

INTEREST 

C. GEOMETRY 

LINES AND ANGLES 

GEOMETRIC SHAPES 

PERIMETER AND CIRCUMFERENCE 

AREA OF QUADRILATERALS 

AREA OF TRIANGLES 

AREA OF CIRCLES 

VOLUME OF PRISMS AND PYRAMIDS 

VOLUME OF CYLINDERS AND CONES 

VOLUME OF SPHERES 

SIMILAR TRIANGLES 

PYTHAGOREAN THEOREM 
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TVTRnnUCTIQN TO ALGEBR A 

SIGNED NUMBERS, ADDITION AND SUBTRACTION 
SIGNED NUMBERS, MULTIPLICATION AND DIVISION 
WRITING ALGEBRAIC EXPRESSIONS ( UNKNOWN NUMBERS ) 
ADDITION/SUBTRACTION OF ALGEBRAIC TERMS 
MULTIPLICATION/DIVISION OF ALGEBRAIC TERMS 
EVALUATING ALGEBRAIC EXPRESSIONS AND FORMULAS 
ORDER OF OPERATIONS 
ALGEBRAIC EQUATIONS 
ADDITION/SUBTRACTION IN EQUATIONS 
MULTIPLICATION/DIVISION IN EQUATIONS 
GROUPING SYMBOLS 
MIXED/MULTIPLE OPERATIONS 



2. LEARNER PARTICIPATION: 

* LOOK UP UNFAMILIAR WORDS, OPERATIONS OR PROCEDURES. 

* MAKE A WORD LIST. 

* ASK QUESTIONS ABOUT ANYTHING YOU DON'T UNDERSTAND: 

CONTENT (WORDS, SYMBOLS, NUMBERS) 

PROCEDURE (USING RESOURCES, ORDER OF OPERATIONS) 
RESULTS OF PROBLEM SOLVING ACTIVITY 
METHODS USED: YOURS AND OTHERS 

REASONS FOR YOUR SELECTION OF A PARTICULAR METHOD 
ADVANTAGES OF ONE METHOD OVER ANOTHER 

* PRACTICE UNFAMILIAR OPERATIONS AND PROCEDURES: 

PAPER AND PENCIL 

COMPUTER AIDED INSTRUCTION 



3 . METHODS AND PROCEDURES TO BE USED I N TH IS. COURSE: 

A . WORD P ROBLEMS: 

READ WORD PROBLEMS ( TWO OR MORE TIMES ) 

DETERMINE WHAT IS BEING ASKED 

DRAW A PICTURE TO HELP UNDERSTANDING 

DETERMINE CALCULATIONS REQUIRED (SET UP THE EQUATION) 
USE BOOKS AS RESOURCES: DMATH BY OBJECTIVES 

2 )HEALTH OCCUPATIONS MATH 

3 )HEALTH OCCUPATIONS KNOWLEDGE 
4)DICTI0NARY 

CALCULATE 

CHECK YOUR CALCULATIONS 
ANSWER THE QUESTION 

WRITE THE RESULTS SO OTHERS WILL UNDERSTAND THEM 

B. PRACTICE EXERCISES: 

WILL BE BASED ON THOSE OPERATIONS USED IN WORD PROBLEMS 

WILL VARY DEPENDING ON INDIVIDUAL REQUIREMENTS 

WILL NORMALLY BE DONE OUTSIDE CLASS 

WILL BE REVIEWED IN CLASS IF NOT UNDERSTOOD, 

OTHERWISE WILL BE REVIEWED BETWEEN CLASSES 

C. TESTIN G: 

ASSESSMENTS BEFORE/AFTER COURSE TO DETERMINE SKILL LEVEL 
INFORMAL ASSESSMENT BASED ON DEMONSTRATED PERFORMANCE ON 
PROBLEM SOLVING AND PRACTICE EXERCISES; 
INCLUDES PERIPHERAL ABILITIES SUCH AS CONFIDENCE, 
ORGANIZATION, THOUGHTFULNESS . ABILITY "TO COMMUNICATE 
RESULTS COMMUNICATED VERBALLY TO STUDENT 

RECORDED IN INDIVIDUAL FOLDERS MAINTAINED BY PROJECT PRO 



D . MEETING TIME/PLACE: TBA 



TNTRQDUCTIOW TO ALGEBRA 

A *;irwKn NUMBERS ADDITION AND SUBTRACTION: 

A. SIGNLD NUMBERS, ^^^^j^^ ^^^^^ ^.^^ MINIMUM lEMPERARRE WAS 

TWELVE DEGREES BELOW ZERO. * THE '^E^'PERATURE ROSE THIRTY DEGREES 
m-pivr THF FOir OWING DAY. WHAT WAS THE HIGH TEMPERATURE.' THE 
^FM^fSa^JrE INSIDE TH^ WAS STEADY AT SEVENTY DEGREES. DAY 

A NIGHT WhI? WAS THE DIFFERENCE BETWEEN INSIDE A.ND OLTSlDb 

?e5perat\res that n^ghtT what was the difference between inside 

AND OUTSIDE TEMPERATURES THE ^^^^^^/^^^^^^f V,,, ,,,, HUNDRED FEET 
AnnvF THF WATFR'S SURFACE OVER A SUBMARINE, WHICH HAD BEEN HOVERING 
r EGA? V^FfFTY FEEt'fROM THE SURFACE. HOW FAR WAS THE SUB PROM 
THE AIRPLANE WHEN THE PLANE FLEW 0VER7 ^HE SUB DOVE TO A DEPTH OF 
vprATfVF SIX- HUNDRED FEET. WHAT DISTANCE DID THE SUB MOV h 
tlK^K ALL^ : WHEN THE%LANE COMES BACK OIRECTLY OVER THE SUB^S NEW 
POSITION. THIS TIME AT AN ALTITUDE OF ONE THOUSAND FEET. HOW FAR 
APART WILL THEY BE!' 



B. 



SIGNED NUMBERS, MULTIPLICATION AND DIVISION: 

#3 A MINE ELEVATOR DESCENDED FROM THE 
SURFACE AT ^ RATE OF NEGATl'vE TEN FEET PER SECOND AND STOPPED AT 
THE END OF THREE MINUTES . WHAT WAS ITS ELEVATION WITH RESPECT TO 

THE SURFACE? ELEVATOR CONTINUED DOWNWARD AT 

THE SAME RATE UNTIL IT REACHED NEGATIVE FIVE TH^^^^f '^^'^^pf ^^^'^j^^^^^ 
FEET FROM THE SURFACE. HOW LONG DID IT TAKE, IN MINUTES, FROM THE 

FIRST STOP? 



n WRITING ALGEBRAIC EXPRESSIONS (UNKNOWN NUMBERS): 

C. WRITING ALGEBRAIC t,AFK ^ HOSPITAL HAS TWO DIFFERENT ROOM 

FIOOR PLANS THE FIRST PLAN IS RECTANGULAR, HAVING WIDTH W AND 
IenSth'l'- THE SECOND IS ALSO ^^CTANGULAR . BUT I S TWICE AS LO,o a 
THE FIRST AND THREE QUARTERS AS WIDE AS THE FIRST /^P//Sb^"^ 
AREAS OF BOTH ROOMS IN TERMS OF THE LENGTH AND WIDTH OF THE FIRST. 
WHICH ROOM HAS MORE FLOOR SPACE? 

#6 I AM NOW TWICE MY DAUGHTER'S PRESENT 
AGE. -A". AT SOME FUTURE TIME I WILL BE ONLY ONE AND ONE HALF 
HMES MY DAUGHTER'S AGE. HOW LONG BEFORE THAT WILL OCtUR/ 'AKITE 
THE ANSWER IN TERMS OF MY DAUGHTER'S AGE, A . 
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D- ADDITION/SUBTRACTION OP ALGIlBRAIC TERMS: 

#7. THE DRIVER LOADtD Hi 6 TRTCK WITH "\" 
t'i)UNDS OF CEMENT. HE THEN ORfH'E TO THE SCALE ANT) HAD H f ^K^K 
WEIGHED. THE TRUCK LOADED WITH CEMENT WEU HED i:^."'? rn\ . H^.W 
MLOH DOES HIS TRUCK VVEIGH WHEN IT IS EMPTY" EXPRESS IN Tis^^S -jF 
"X *' . 

#8. A CHILiVS TOY (.'ONTXINS PL'-'kS 
VARIOUS SHAPES. THERE ARE TWO SPHERES AND A CUBE, THE I'lAM-TER ^ 'F 
ONE SPHERE IS "X" INCHES. THE LENGTH OF ONH EDGE ;";F THE crp.r : s; 
ALSO "X" INCHES. THE DI-XMETER ^^F THE SE 'GND SPHERE M twI'T Tb\ 
DIAMETER OF THE FIRST. WHAT [S t^hF \-0L(.MF ALL "HPrE PL-'f^^ 

TOGETHER? EXPRESS IN TERM'S oF "X" A\-D SIMPLIFY. 



E. MULTIPLICATTON/DIVrSlOM OF ALGEBRAIC TERMS: 

#Q. A ("'TR(;lE OF DIAMETER "D" IS COVTAiNf.P 
IN A SQUARE WHOSE SIDE IS ALStJ 0¥ LENGTH "D". THE SQLARE IS 
(■•(•^NTAINED IN A SECOND CrRCLE WHIt'H JUST TOUCHES THE SQUARE AT ITS 
VERTICES (CORNERSK DRAW A LINE DIAGRAM OF THIS FIGURE. EXPRESS 
THE PERIMETER oF THE SQUARE IN TERMS OF "D" . EXPRESS THE 
PERIMETERS n¥ EACH ^*)F THE CfRCLFS IN TERMS OF "D*' AND ][, 

#10, REFERRINC TO Q^TSTION 9 ABOVE, 
EXPRESS THE AREA OF THE SQUARE IN TERMS '')F "D". EXPRESS THE AREA 
')F EACH OF THE TWO CIRCLFS IN TErMS OF "D" AND ][. HOW MANY TIMES 
LARGER IS THE AREA OF THE SECOND ctrclE THAN THE THAT OF THE 
SQUARE? HOW MANY TIMES LARGER IS THE AREA OF THE SECOXD '"'IRCLE 
THAN THAT ^F THF FIRST C!Rt*LF'.' 



F. EVALUATING ALGEBRAIC EXPRESSIONS AND rORMULAS: 

#11, IP "D" IN ■ ;■ )BLIM ^. ABOVE IS SE\'^V 
INCHES, WHAT *^R^- THE PERIMETERS dF THE Si/ Ar'r \v't ,>F t^.v.^.'H - F ■ •'•IE 
TWV) CTRrLFS? WHAT ARE THE ARE-\^ 'HE S^jJ ^Rf. AND -"iF EA' tl ^'^^ THF 

PAt) c t Ri I F^ 



G. ALGEBRAIC EQUATIONS: 

#12. J ^ ^ H >* ANT' n ■ < r \ ' ' E " H \- \ Mr • -J r L ' r 
AND-'M' I LF'PEN . JOHN'S ARE TW( > B'"'YS ANO TH-T- TIME^ AS ^:ANY '^IRL^ 
A^ JIM. JIM HAS FOUR GRANDSONS. W'-'C^E A>' A L ■ r ;• \ I ' r-v'Ari V WHI^H 
>H'^WS THAT THEY HAVE THE S.-:<ME NCMBiiR « ^F ^iRANI Hill'SEN. A^D -N 'AHIi H 
Y'AE ONLY UNKNOWN IS " >" . THE N'Af-.ER '^F J I'U > -.\^\:.:^a: ,HrF-->. '^r^x 
^tA\•Y GRANDDAUGHTERS r-"^ THFY LA' H HA\T 



r ^ 



H. ADD IT I ON /SUBTRACT I ON IN EQUATIONS: 

#13. A CERTAIN WING OF A HOSPITAL 
■'(.iNTAIMS TWENTY ROOMS. OF WHIf^H SIXTEEN APE OCCUPIED. THE 
H'A'SEKEEPER MUST CLEAN TEN OF THE TWENTY ROOMS BEFORE TWO IN THE 
AFTERNOON. ONLY ONE OF THE UNOCCUPIED ROOMS IS TO BE CLEANED. X IS 
THE NUMBER OF OCCUPIED ROOMS WHICH WILL NOT BE CLEANED. FIND X. 



r. MULTIPLICATION/DIVISION IN EQUATIONS: 

#14. ALICE AND BETTY. TWO HOL'SEKEEPERS AT 
WMC. AGREE TO MEET FOR LUNCH AS SOON AS BOTH COMPLETE CLEANING A 
ROOM .AT EX.ACTLY THE SAME TIME. ALICE (A) FINISHES A ROOM EVERY 24 
MINUTES. WHILE BETTY .( B ) COMPLETES A ROOM EVERY 2^ MINUTES. IF 
fKEY BOTH BEGIN CLEANING .VP S:l5 AM. WHAT TIME IS LUNCH? HOW MANY 
R'XiMS HAVE THEY EACH CLEANED? WRITE .AN ALGEBRAIC EQU.ATION TO SHOW 
^(V'R ''ONCLUS Li.")N . 



J. ORDER OF OPERATIONS: 

#15. ONE WEEK THREE PHYSICAL THERAPISTS 
VISITING PATIENTS WERE PAID A TOTAL OF S1500. E.ACH RECEIVED SIXTY 
DOLLARS PER PATIENT VISITED. JOAN VISITED TWICE AS MANY PATIENTS 
AS KEN AND KEN VISITED THREE MORE THAN LISA. HOW MUCH MONEY DID 
EACH RECEIVE? 

#16. YOU HAVE TWO CONTAINERS. THE FIRST 
HAS A RECT.ANGULAR BOTTOM AND IS TWICE AS LONG AS IT IS WIDE AND 
THREE TIMES HIGHER THAN IT IS WIDE. THE SECOND IS CYLINDRICAL. 
WITH A RADIUS EQUAL TO HALF ITS HEIGHT. "HE CYLINDER IS EXACTLY 
! WO THIRDS AS HIGH AS THE REf^TANGULAR CONT.- : NER . EXPRESS THE TOTAL 
VOLUME OF BOTH CONTAINERS IN TERMS OF THE -VIDTH OF THE FIRST. 

#17. IF THE FtR>r CONTAINER IN #16 ABOVE 
IS TWO INCHES WIDE AND THERE ARE ".5 GALLONS IN A CUBIC FOOT, HOW 
MANY QUARTS WILL THE TWO CONTAINERS HOLD? (I GALLON = 4 QUARTS). 
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K. GROUPING SYMBOLS: 

#18. -vr A ■•ERTAfV ['-'R*>rESS lO^XL ''rVU'M 
Bl'LLDiNfj THE OENFFAl. :>R A^ ' I' I ■ ^^^T M S EA'"H EMPLOY ONF NCPSE AND )NF 
\*-*Rsr Air>E. T1^;F-RE HALF AS ^'A\'\ '"iB'''}VN.S AS f^P"^ A.NH EA.rH • B/'.rV* 

HAN A ::L't<SE. BIT F'-'EPF JS •■>\;N '»\c AIDE FOP EVERY THREE v)B/GYXS. 
THEPE ARE n\'r, VHIVZ' --lAVY DbMISTS AS GPS ANT- EACH DENTIST HAS AN 
.\5S1^T\NT. THERE AF.r TMR-E TEN^AL HYGEINISTS TOP T^:E GROUP. THERE 
iS uNE SECRETARY/* -LERK roR EVERY TWO D^^CT-^RS ('"iP- OB/GVN. DENT 1ST.- 
I N THE Bi:i LDING AND i ^.'E ■"•AP r TAK ER /HOUSEKEEPER EOR EVERY TWELVE 
PEOPLE W«.)RK[NG [N THE !^-' / 1 P i \'G ■ vni [NGLLLINw THE 'TARETaKER/ 
H'jLSEkEEPEP 5 THI'MSELV F - - . vVRirr AN EXPKES^l^'^N r-P THE NUMBER OF 
PEOPLE vVH<) VVOkcC IN THE BUI-.P'N-': *^ F.PM^ « 'r THE N'^lBER OF GPS. 

' : ? '»'>.r^ RFiji;: RE THAT THE BUILDING 

^rmve ha^'E A'- "'\;-'--r- ; w-f i.-hFi .jf fij'OR ^pace for each 

.r- ]'-^ v^^T. i \« H (""-'I^^P SEES TWO PATIENTS AT • A TIME. 

:\\^ :wr. >^\r\fyr> vV A : F I \'G • tir'KiNG IN. AND HAS oNE SAF.ESMAN OP 

')TiiH- ''"ONSULTANI' iN THE i<"lLL!]NO AT liNCE. IF T:iE BUILDING HA^ 
iJ.i'OO ^OUA^'r- FE!\r ^•f- i-L-'i'K - T A^ F. Wm-'^ ' ' -'\GE'^r NIM^E^ 

FHAF U;jJ U: li-F^r . *■ ^ ! a • ■ , rr rr> ;r i'."^: . 

AM) S '"I S V i :■■ • 



L . MI XI-.D/MILTI PI i tM^F.K \ r i : 

4p2n. :■ ' ■ '.^-'.^M'^ - A MEDI'-'VE HAVE 

> ■ .^ 1 < ^ k V j }: Ta ; . "lO /'i« 1 , THE POrT* ^P 

. ^ ' ^. • X .'Y ? ; 1.1 f ; , i ^ ^ ■^ AT A ^ r-' - "h f \ 'ni . 

.. ■'• :\:. How much ^a-. iy- ^n<ioi[; \-)^.f- \^ OMPLi^- 

#21. A H^ '^^'kELP:'- ^ r • ^ - -A. 

;-.-.'KLF f'\Lr r-iL ^^F OLE^NING >>M.'Ti';^'. ''O-E.- 1:F1F-.N i^'r^LN' 
f FAN ING 0(.)MPuUND AND ErGHTV-F**-c -/ERCENF WA : - - . -rlE NEFl - .-^ lULL 
r^JT-KET. OF TEN PERfFNT SCain--^-. H^:W Mi^'ii -a ^ F- r A^'. ii< /W MUOH 

^•^•'ANiNG comp<:)?;nd s'-i-.' !.:- sH' -/ rni- rv>"[N(T > ilut''Yn r^'^ get 

vT SHE NEEDS .' 
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^IST COPY AVAILABLE 



M. i)r SIGNING HROHLFMS : 



THE HOSPITAL HAS FI\*E FLOORS AND A BASEMENT, FOLR ^ »F THE 
FLOORS HAVE PATIENT ROOMS. THERE ARE SIXTY-FIVE PATIENT RO^AIS ON 
EACH OF THE FOUR FL^^ORS. 

EACH ROOM HAS AT LEAST ONE BED AND SOME ROOMS HAVE TWO. NO 
ROOMS HAVE MORE THAN TWO BEDS. THERE ARE FOUR HUNDRED PATIENT BEDS 
IN THE HOSPITAL . 

A PATIENT PAYS FIVE HUNDRED THIRTEEN DOLLARS AND TWENTY FIVE 
CENTS PER DAY FOR A BED IF THERE ARE TWO BEDS TO A ROOM AND SEVEN 
HUNDRED NINE DOLLARS AND EIGHTY ONE CENTS PER DAY IF ASSIGNED TO A 
ROOM WITH ONE .BED. 

ON AVERAGE THREE QUARTERS (:)F THE TWO-BED ROOMS ARE OCCUPIED AT 
ANY ONE TIME, AND TWO THIRDS •^F THE SINGLE-BED ROOMS ARE OCCUPIED 
AT ONE T IME . 

ALL PATIENT ROOMS AND ADJOINING BATHS HAVE TILED FLOORS. EACH 
TWO-BED ROOM MEASURES FIFTEEN FEET BY TWELVE FEET- EACH SINGLE-BED 
ROOM MEASURES TEN FEET BY TWELVE FEET. EACH ROOM HAS A BATHROOM 
ADJOINING IT WHI<:H HAS A FLOOR SPACE OF TEN SQUARE FEET. ALL 
CORRIDORS ARE CARPETED. 

FLOOR TILE CLEANING TtniPOUND COSTS TWENTY-ONE DOLLARS PER 
GALLON AND MUST BE DILUTED EIGHT TO ONE WITH WATER BEFORE USE. IT 
TAKES APPROXIMATELY ^>NE QUART OF DILUTED MIXTURE TO CLEAN ONE 
HUNDRED SQUARE FEET OF FLOOR SPACE. 

EACH ROOM MUST BE CLEANED EVERY DAY. 

WRITE DOWN AS MANY NEW QUESTIONS AS \r\' CAN THINK OF WHICH MAY 
BE ANSWERED BY MATHEMATICAL, JtEOMETR ICAL ■ ALGEBRAIC APPLICATIONS 
OF THE INFORMATION ABOVE. WRITE ONE QUEST ^' ON ONE PAGE OF PAPER. 
UNDER EACH WRITE OfT HOW YOU WoULD ATTEMPT TO ANSWER THE QUESTION. 
DESCRIBE THE PR^'PLFM SFT-LP. ^i^RDER OF OPERATIONS AND WHICH 
OPERATIONS ARE fo BE USED. AFTER DISCUSSION WITH OTHER 

PARTI<;iPANTS AND THE INSTRUCTOR. ATTEMPT TO Wt >RK OUT THE ANSWER TO 
EACH QUESTION. YOU MAY WISH TO ADI' QUESTIONS AFTER THE DISCUSSIONS 
AND ANSWER THEM AS WELL. 
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Problem Solving Through 
Self Awareness 



Developed by: 
Lee Ann Turner 



PROBLEM SOLVING 
THROUGH SELF-A.WARENESS 

The class meets 5 times for two hours. The two hour time slot 
allows for a balance between discussion and learning relaxation 
techniques * 

The class focuses on learning to deal with the stressors of 
daily life, both at work and ac home* The class covers strategies 
for coping with stress and techniques to reduce it. Strategies 
emphasize mastering relaxation techniques and reading self-help 
books which teach good nutrition, meditation, stress reduction, and 
self-esteem building* 

Books and materials are available for participants to look at 
and read at every class meeting. They are allowed to check the 
books out for one week. 



CLASSES #1-5 



The class begins with a lecture on the meaning of stress and 
how it affects a person physically. The lecture also includes a 
talk covering the rationale for the use of bookst pictures, 
positive affirmations, musiCt and audio/video relaxation tapes to 
assist a person in reducing stress. 

Participants tak"^ a standard stress inventory. The items on 
the inventory suggest possible stress producing areas for the 
participants by looking at the high score items for the 
part i c i pant s . 

Most stress inventories include questions related to work, 
travel/commuting, family problems, eating habits, personal 
boundaries, and compulsive behaviors. High scores in any of these 
areas can indicate unresolved negative stress for the participant. 
Looking at the individual items on the inventory allows them to 
study their lifestyle in units and find problems which might not be 
obvious . 

Often, employees are ready to blame their problems on co-- 
workers and supervisors because they "feel" or experience the 
highest stress symptoms on the job. By objectively looking at 
their lifestyle, participants come realize that their stress may be 
coming from many areas. 

The brainstorming and problem-solving method of instructing 
and learning is used in this class. Participants discuss their 
problem areas from the stress inventory and use information from 
their reading materials to assist each other in bra: ns torming 
solutions for problems. The facilitator's job is to make 
suggestions and keep the group on track. If any group ember is 
taking too much time, the group usually tries to switch :opics on 
their own or the facilitator can find a way to turn the discussion 
to another topic. 

During each class participants look at their stressors to 
determine if their behavior is contributing to the stress or 
negativeness in their lifestyle. They explore which factors are 
within their control and learn to let go of the influences they 
cannot control. Participants are also taught "thought stopping" 
techniques to modify their compulsive thinking or behaviors. 
Taking responsibility for their own behavior is another element of 
the course which is emphasized at each meeting. 

The final 30-45 minutes of each class is spent practicing 
exercises for stretching stiff muscles, especially to combat 
computer work and long periods of sitting. A thirty minute audio 
or video relaxation tape is played to teach autogenic relaxation. 

A special evaluation form (attached) is completed by each 
participant at the end of the five session. Participants are 
encouraged to look at their behavior upon entering the class to 
explore changes which may have taken place. 
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Career Deve lopment 



Developed by: 
Lee Ann Turner 



CAREER DEVELOPMENT 

The class meets 5 times for 1.5 hours with optional out-of- 
class activities. In-class activities include interpretation of 
the Myers-Briggs Type Indicator (MBTI) and the Hall Occupational 
Or ientat ion Inventory ; explorat ion of careers based on the 
interpretations; and guidance in exploring education and training 
options to enter a desired career track. Participants arrange to 
take the MBTI in the Project PRO Office before the first class 
meets . 

Out-of-class activities include learning to use the Project PRO 
career exploration computer software, campus tours of Dowell J« 
Howard Vocational-Technical School and Lord Fairfax Community 
College, and/or viewing two forty-five minute career and vocational 
interest video tapes in order to gain more information and explore 
career options. In addition, all books and materials are takejn to 
the classroom one hour prior to class for those participants 
wishing to come early and read the career resource materials* 



CLASS #1 



CAREER INTEREST AND PERSONALITY TESTING 

The Hall Inventory is administered at the beginning of the 
first class. Students are asked to use a self-scorabie answer 
sheet and plot their scores on page 4 of their interpretative 
booklet. Participants take turns reading the interpretative 
explanations and reporting their results. They ask clarifying 
questions and make* connections with their own interpretations of 
the high scoring items (1-13). Items 14-22 are more complicated to 
interpret and participants are encouraged to see the instructor 
after class if they have questions. 

This discussion process encourages group interaction and self- 
disclosure. Participants discover that sharing ideas promotes 
learning and greater problem-solving ability. 

As another reading and resource activity, the class then 
discusses the Career Development Definitions by reading and 
reasoning out the definitions. Participants often begin to set 
career exploration goals during this discussion. 

The Myers-Briggs Type Indicator interpretive materials are 
covered in the second claas meeting. 

ALL MATERIALS ARE ORDERED FROM THE FOLLOWING PUBLISHERS, tests and 
materials are copyrighted. 

Hall, L. G. 4 Tarrier, R. B. (1976). The Hall Occupational 
Or i en tat ion In ventory, Third Edi t ion . Scholastic Testing 
Service, Inc., Bensenville, IL. 

Myers, P. B. & Myers, K. D. (1992). The Mvers-Briggs Tvoe 
Indicator . Consulting Psychologists Press, Inc., Palo 
Alto, CA. 

(Sample interpretive materials attached) 
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CLASS t 2 



The MBTI interpretive materials are handed out to participants 
with their four--letter type indicated on the cover. Each person 
silently reads their own interpretation for verification of the 
type. If there are problems with the intrepretat ion, participants 
are asked to meet with the instructor outside of class. At this 
point, participants aslc clarifying questions. 

The interpre tative materials are covered by a lecture/group 
discussion format. Emphasis is placed on the eight descriptions 
which malce up the four letter combinations, i.e. introversion and 
ex trovers ion. The inf brmat ion in the lecture points out the 
positive personality characteristics of each type. Participants 
are asked to give examples of possible work and/or personal 
relationship conflicts which might arise when opposite types are 
trying to complete a project. 

The reading materials indicate how learning styles relate to 
their MBTI interpretation. Participants read and discuss the 
information provided on learning styles and the MBTI. 

Finally, participants integrate their MBTI characteristics to 
their Hall Inventory characteristics. This is a brainstorming 
exercise in which they are asked to make connections between two 
sets of learning to reinforce the learning. 

This discussion often takes more than one class meeting. 

RECOMMENDED READING FOR CLASS (BOOKS ARE AVAILABLE EACH CLASS 
PERIOD ONE HOUR BEFORE CLASS BEGINS): 

1. Chapter 12, Learn About Your Learning Style (includes 
information on the Myers-Briggs Type Indicator). 

2. Appendix, Career Choice^ Career Change 

Siebert, A. & Gilpin, B. ( 1992). Time for Col lege . Practical 
Psychology Press, Portland, OR. 

ALSO RECOMMEND THAT FOR FURTHER UNDERSTANDING OF THE MYERS-BRIGGS 
TYPE INDICATOR, READ THE FOLLOWING EXCERPTS FROM THESE BOOKS 
(STUDENTS ARE ALLOWED TO CHECK THESE BOOKS OUT): 

The Appendix, pages 167-207 for their type and any others they may 
be interested in reading about. 

Kiersey, D. & Bates, M. (1984). Please Understand Me . Prometheus 
Nemesis Book Company, Del Mar, CA. 

Chapters 2 and 3. 

Kroeger, O. and Thuesen, J. M. (1988). Tvpe Talk . Dell Publishing 
Co., NY. 



CLASS t 3 



Participants read copies of newspaper ads fcr jobs which are 
one higher classifications than the one they now have. They also 
receive a copy of the hospital employment announcements for the 
week. Job descriptions for those positions are available in a 
resource book and participants make copies of the ones which 
interest them. .The next forty-five minutes are spent reading the 
job descriptions and related materials. 

Participants divide into groups and vote on one description to 
analyze and break into various skills categories. They brainstorm 
together breaking the job down into people, data, things areas of 
interest and the kinds of skills needed to do the job by using the 
recommended reading materials. 

RECOMMENDED READING FOR CLASS: 

1. Pages 271-340, The Appendix . 

Pages 19 4 20, Using the DOT and Data. People, Things 
Hierarchies , 

Burgraff, D. & Yancey, A. (1984). South Carolina Career Guide . 
Educational Referral Services, University of South Carolina, 
Columbia, SC. 

2. Page 49, Skill Clusters 

Page 43, Mas low's Hierarchy of Needs 

Stege, L. (1981). Career Planning . Center for Instructional 
Development, Appalachian State University, Boone, NC. 

3. SAMPLE PRINTOUT 

• (1992). OCCU-FACTS computer software . Careers, Inc., 

Largo, FL. 
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CLASS # 4 



Participants look at their personal preferences, values, and 
skills and relate them to what they have learned about their 
personal ity and interests* With all of this information available, 
they design their ideal job choosing words and phrases from the 
various inventories listed below. 

After working on this activity alone for thirty minutes, they 
describe their pejrfect job for the rest of the class. If they are 
shy about coming to the board, the facilitator writes down the 
characteristics each participant suggests. 

RECOMMENDED READING FOR CLASS: 



1. Chapter 1, Assessing Your Interests 

. (1987). How to Get the Job You Want . Career Planning 

Associates of Madison, WI . 

2. Page 49, Skill Clusters 
Pages 59-61, Work Values 

Page 43, Mas low* s Hierarchy of Needs 

Stege, L. (1981). Career Planning . Center for Instructional 
Development, Appalachian State University, Boone, NC. 



CLASS *5 



The final class attempts to summarize the each participant's 
progress and needs for further study. Means for further study are 
suggested including the public library, the Career Center at Lord 
Fairfax Community College, and the career materials in the Project 
PRO office. Participants are also encouraged to pursue volunteer 
woric to gain experience, set up networks, or explore other fields 
of work. 

Participants then meet individually with the instructor for 
evaluation. Students can read materials or view the videos while 
waiting for their appointments. 



I. For students wanting to continue their research in the public 
1 ibrary . 

Pages 55-57 Using the Dictionary of Occupational Titles. 

Winefordner^ D. (1980). Career Planning and Decision-Making for 
Co I lege . Appalachia Educational Laboratory, Inc. with McKnight 
Publishing Co., Bloomington, IL. 

II. Also, students are encouraged to use the books and computer 
programs at Lord Fairfax Community College campus. A 
reciprocal agreement is in place whereby students of Project 
PRO can use the Career Center even though they may not be 
enrolled in LFCC courses. 

III. Students are encouraged to come into the Project PRO office 
and use the OCCU-FACTS computer program on our computer. 

. (1992). OCCU-FACTS computer software . Careers, Inc., 

Largo, FL, 
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PROJECT PRO: VIDEO EVALUATION 



1. Did the participant contribute or attempt to contribute to the 
discuss ion? 

2. Did the participant's contributions reveal evidence of 
vocabui ary deve iopmen t ? 

3* Did the participant's contributions reveal an evaluation of 
his or her read'ing skills? 

4* Did the participant's contributions show that he/she was 
analyzing ideas and concepts in that he/she 

(!) analyzed elements (finding assumptions, 
distinguishing facts from opinion); 

(2) analyzed relationships (relevant data, cause 
and effect, fallacies); or 

(3) analyzed organizational principles (form and 
style, inferring author's purpose) (SAX, 1989) 

5* Did the participant's contributions reveal his/her use of 
problem-solving strategies (i.e. breaking problems into parts, 
seeing problem-solving as a process, working in a step-by-step 
manner, developing solutions, and supplying reasons for the 
solutions)? 

6. Did the participant talk about his/her experience sing 
resources? 

7. Did the participant's contributions show that he/she 
understands and knows how to apply ideas? 

8. Did the participant's contributions show that he/she makes 
connections and understands relationships among ideas, topics, 
and facts? 

9. Did the part icipant ' s contri but ions reveal evidence of 
the f o I lowing components of evaluat ion: 

( 1 ) a commitment to and a value of the worthiness of a 
taskt idea , or concept? 

(2) has a philosophy of life; knows who she/h2 is and 
what she/he stands for ; and acts accord ingly? 

10. Did the participant's contributions show evidence that he or 
she took responsibility for his/her own learning? 
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YOURMA.ME: 

PLACE A MARK (/) 
APPROPRIATE COMMENT. 
THE BLOCK FOR A FINAL 
TO RIGHT #1 TO #6 (DO 



DATE 



IN THE BLOCK AS EACH PARTICIPANT MAKES AN 
ADD THE NUMBER OF MARKS AND WRITE IT UNDER 
SCORE. PARTICIPANTS ARE NUMBERED FROM LEFT 
NOT COUNT THE I.VTERVIEWER. LEE ANNE TURNER. ) 
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Part ic ipant 
*I 
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i2 



»3 



a4 



s6 
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Parr icipant 
#1 #2 



DEVELOPMENT, 



*3 



#4 



EVALUATES OWN READING SKILLS.,. 
Part icipant 

#1 #2 #3 #4 



#5 



P203L2M-30L7IHG % 



*6 















ANALYZES WRITTEN MATERIAL.., 
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#1 #2 #3 


#4 


#5 


#6 ■■ 


!_ 













DEVELOPS AND USES PROBLEM-SOLVING... 
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#1 #2 #3 #4 



USES RESOURCES. . . 

Part icipant 
Jt I i2 



i4 
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#6 
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«4 


5 
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SHOWS RESPONSIBLE FOR OWN LEARNING... 
Part icipant 
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DEVELOPING POSITIVE WORK INTEBIACTIQN 



This course is designed to assist employees with verbal 
communications problems on the job. The goals and objectives of 
the course are outlined in the attached copy of the Memo to the 
Class . 

The communications and psychological principles of positive 
thinking, thought stopping, fogging and deflecting negative talk 
from others, and eliminating negative self-talk are emphasized in 
order to help part i c ipant s improve t he i r work re 1 at ions . 

The course is taught using the problems-solving method. 
Excerpts from the C.A.R.E. manual used by the Winchester Medical 
Center provide workplace examples and scenarios to begin the 
brainstorming process . 

Students take the Myers-Briggs Type Indicator and study 
personality type as it relates to organizational managment and 
structure. Discussion of opposite type interaction and potential 
for misunderstanding and communication problems is included in the 
course . 



CLASS #1 



THE C.A.R.E. PHILOSOPHY 

Using the Introduction to a manual the hospital uses for 
training designed by R. L. Gilberg and Associates, Inc. entitled 
C. A. R. E. . the class begins with a brainstorming activity on 
hospital expectations of the employee. At Winchester Medical 
Center the C. A. R. E. philosophy (courtesy, attitude, respect, and 
enthusiasm) is integrated into the job descriptions of all 
employees of the hospital. 

The brainstorming and problem-solving method of instructing 
and learning is used in this class. Participants discuss their 
problem areas from the stress inventory and use information from 
their reading materials to assist each other in brainstorming 
solutions for problems. The faci litator's job is to make 
suggestions and keep the group on track. If any group member is 
taking too much time, the group usually tries to switch topics on 
their own or the facilitator can find a way to turn the discussion 
to another topic. 

Par t ic ipants begin to discover that shar ing ideas promotes 
learning and greater problem-solving ability. Often, employees 
from varying departments come to a realization that each job in the 
hospital is important and that their role may be much more 
important to hospital philosophy than they realized. The 
realization leads to greater self-esteem. 



CLASS # 2 



The MBTI interpretive materials are handed out to participants 
with their four-letter type indicated on the cover. Each person 
silently reads their own interpretation for verification of the 
type. If there are problems with the intrepretat ion, participants 
are asked to meet with the instructor outside of class. At this 
point, participants ask clarifying questions. 

The interpretative materials are covered by a lecture/group 
discussion format. Emphasis is placed on the eight descriptions 
which make up the four letter combinations, i.e. introversion and 
extroversion. The information in the lecture points out the 
positive personality characteristics of each type. Participants 
are asked to give examples of possible work and/or personal 
relationship conflicts which might arise when opposite types are 
trying to complete a project. 

ALL MATERIALS ARE ORDERED FROM THE FOLLOWING PUBLISHERS, tests and 
materials are copyrighted . 

Myers, P. B. & Myers, K. D. (1992). The Mvers-Briggs Type 
Indicator . Consulting Psychologists Press, Inc., Palo 
Alto, CA. 

ALSO RECOMMEND THAT FOR FURTHER UNDERSTANDING OF THE MYERS-BRIGGS 
TYPE INDICATOR, READ THE FOLLOWING EXCERPTS FROM THESE BOOKS 
(STUDENTS ARE ALLOWED TO CHECK THESE BOOKS OUT): 

The Appendix, pages 167-207 for their type and any others they may 
be interested in reading about . 

Kiersey, D. & Bates, M. (1984). Please Understand Me . Prometheus 
Nemesis Book Company, Del Mar, CA. 

Chapters 2 and 3. 

Kroeger, O. and Thuesen, J. M. (1988). Type Talk . Dell Publishing 
Co . , NY . 
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CLASS # 3 



Participants are also taught "thought stopping" techniques to 
modify their compulsive thinking or behaviors. Taking 
responsibility for their own behavior is another element of the 
course which is emphasized at each meeting. 

Often, employees are ready to blame their problems on co- 
workers and supervisors because they "feel" or experience the 
highest stress symptoms on the job. By objectively looking at 
their communication style, participants come realize that 
communication problems on the job may come from many areas. They 
also learn that it is "OK" to take responsibility for their own 
behavior and not be blaming someone else. They learn which 
problems are within their own control and how to let go of the ones 
which are not within their control. 



CLASS # 4 

Participants take a "distorted thinking inventory" designed by 
a student in the class. The inventory is based on information 
covered and Class #3. The items on the inventory suggest possible 
areas of distorted thinking which may cause problems for the 
participant both at home and at work. Looking at the individual 
items on the inventory allows them to rethink their communication 
style and target areas in which they may want to find more 
productive communication behaviors. 



CLASS #5 



The final class attempts to summarize the each participant's 
progress and needs for further study. 

At the end of each class part icipant s look at their 
coomunicat ions behavior and determine if their behavior is 
contributing to their unhappiness or negativeness in their 
lifestyle. They explore which factors are within their control and 
learn to let go of the inf luences they cannot cont rol . 

A special evaluat ion form (at t ached) is completed by each 
participant at the end of the five sessions. Participants are 
encouraged to look at their behavior upon entering the class to 
explore changes which may have taken place. 
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BIBLIOGRAPHY FOR POSITIVE WORK INTERACTION 



Buscaglia, L. (1984). Loving Each Other . SLACK, Inc., Thorofare, 
NJ. 

Gilberg, R. L. (1981). C. A.R.E. . R. L. Gilberg and Associates, 
Inc., Wheeling, IL. 

Jeffers, S. (1987). Feel the Fear and Do It Anvwav . Ballantine 
Books, Toronto. 

Kiersey, D. & Bates, M. (1984). Please Understand Me . Prometheus 
Nemesis Book Company, Del Mar, CA. 

Kroeger, O. and Thuesen, J. M. (1988). Type Talk . Dell Publishing 
Co. , NY. 

Myers, P. B. & Myers, K. D. (1992). The Mvers-Briggs Type 
Indicator . Consulting Psychologists Press, Inc., Palo 
Alto, CA. 
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Iving Medical Terminol 



Developed by: 
Edmund Vitale, Jr. 

Contributions by: 
Ruth Rinker 



MEMO TO THE CLASS 



This class will be different. You will not just work by yourself or listen to a teacher give you 
information. You will be activeiv involved in (A) thinking and (B) ieaming-how-ro-ieam by (1) 
problem solving class activities, (2) explaining answers, (3) taking part in group activities, and (4} 
using resources. 

A) THINKING: Thinking is not just knowing and/or finding the right answer. That is 
memorization. Thinking is the use of information and knowledge to help solve problems, 
in this class, you will be actively involved in solving problems and thinking about 
language in general and medical terminology in particular. 

8) LEARNING-HGW-TO-LEARN: Knowing how to find, think about, and use information to 
solve problems is a learning-how-to-learn skilL So as you actively seek solutions to 
problems in the activities presented, you will examine how you reached your solutions 
(your problem-solving strategies) and use that process to leam-how-to-learn. 

1) PROBLEM SOLVING CUVSS ACTIVITIES: The activities we will work on in the 
beginning of this class will focus on the medical terms with which you are already 
familiar. We will then begin to build on that knowledge, making the connection 
between what you already know and what you will discover. The purpose of these 
exercises is not for you to memorize a series of terms, but rather for you to find 
the relationships among terms and for you to build your knowledge of medical 
terminology on this discovery process. 

2) EXPLAINING RELATIONSHIPS AND ANSWERS: You will be asked to give 
reasons and explanations for your contribution to class activities. In this class, the 
explanation for an answer is as important as the answer itself. So start to become 
aware of relationships among medical terms: What made you think of that 
relationship or answer? Contributions will b9 judged more on their explanation than 
an whether they are right or wrong. 

2A) COMMUNICATING: Giving reasons and explanations for your contributions will 
require you to talk a lot. Don't be afraid of contributing orally to class discussions* 
It may seem awkward in the beginning, but it's a great opportunity to share the 
knowledge you possess with the rest of the class. {Besides, effective oral 
communication is important in virtually every aspect of your work.) Contributions 
that are not "on-the-mark" are considered learning opportunities. 

3) TAKING PART IN GROUP ACTIVITIES: Woridng in a group in the classroom helps 
you to learn more about working together and team work on the job. Many of the 
activities in this course will be completed in small or large groups that require you 
to learn how to participate effectively in a group. 

4) USING RESOURCES TO BUILD YOUR OWN KNOWLEDGE: More than likely, 
your previous educational experiences in the classroom involved having knowledge 
and information given to you by the teacher, who lectured or directed you to read 
certain textbook pages. In this class, you will learn how to use dictionaries, as well 
as other types of resources to help you solve medical terminology and other work- 
related problems* Learning how to use written resources allows you to solve 
problems better; it also allows you to build your own knowledge, which is another 
way of leaming-how-to-learn. 
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FIND A STARTING POINT - BRAINSTORMING 



Your first activity is to list all of the names, terms, or labels you might consider to be 
"medical terminology" terms. Don't pick and choose just the ones with which you are 
most familiar. Write ail the medical terms you've ever seen or heard-including the 
ones you don't understand. 



Next, your facilitator will conduct a group brainstorming activity with the class. Each 
class member (including the facilitator) will contribute at least one medical term 
without duplication. Use the Space below to write additional words that you had not 
previously given in ansvyer to 1 above. 



GET BEYOND FRUSTRATION 



Now as a group, brainstorm for five more minutes. List all the additional words here. 
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CREATE YOUR OWN GLOSSARY 



4. • On the lines on the left below, place in alphabetical order all the medical terms the 
class has brainstormed. This is the first step in creating a personal glossary. To be 
able to use this glossary throughout the course, you have to know where to find the 
word you want to define. Therefore think about how the terms that contain more than 
one word, like "large intestine" should be alphabetized; should it go under T, "i", or 
both? 



Project PRO'S Solving M*dical Ttmuno/ogy 



Page 2 



id 

(ERIC 



8 



( 



Project PRO'S Solving Mtdical Tfrninology Page 4 

rr»?/-- PAGES "a- 15 HAVE THE SAME FORMAT r , , . 
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Now go back over your alphabetized list of medical terms and put the word "Know" 
in front of ail the words you think you can define without looking them up in the 
medical dictionary. Then write your own definition (without looking it up) to the right 
of the word. 



DID YOU REALLY KNOW THE DEFINITION? 



These next questions are very important. Did you reallv know the definitions of those 
terms? 



What difficulty did you experience in trying to write the definition of a term that you 
thought you knew? 



If writing the definitions was not difficult, why was it easy for you? 



Why is it important to define medical u ns? 



Does defining medical terms always lead to an understanding of the terms? Why? 



Discuss these questions in depth with t ass. Note here any insights that you want 
to remember from the class discussion. 
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DEMAND ACCURACY • USE THE DICTIONARY 



Now write the medical dictionary definition of the words you had marked "known" 
the line below vour definition. 
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HOW ACCURATE WERE YOU? 



10. Compare your definitions with the medical dictionary's definitions. What observations 
can you make about the two sets of definitions? 



1 1. Discuss with the class the differences between your definition and the dictionary's; 
which is more useful and why? Note here any insights or particularly interesting 
observations raised during the class discussion. 



PROCESS: ANALYZE HOW YOU 
REiVIEMBER INFORMATION 



12, How can you remember precise definitions? 



13. Reflecting upon memorization, is it enough just to memorize information? 
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14. 



Discuss as a class your answers to 12. Concentrate on how you go about 
remembering. Brainstorm as many different ways to recall information as you can. 
Note any points that you want to remember from the class discussion. 



DEMAND ACCURACY - USE RESOURCE S 

15. Conriplete your glossary by writing the medical dictionary definition of the terms not 
yet defined. 



FIND RELATIONSHIPS - LABELING 



1 6. Labeling is an exercise that you can use to help you learn. The exercise presents 
groups of three words. Your task is to determine what the words have in common and 
write a word or phrase that best describes the category on the line above. In the 
following example, 



nose 

larynx 

lungs 

you might label them as Parts of the Respiratory System. 

A. 

PT 
STD 
GSW 



cerebrum 

pons 

thalamus 
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mouth 
esophagus 
small bowel 



anorexia 

dysphagia 

emesis 



Respiratory 

Digestive 

Circulatory 



hemoglobin 

plasma 

leukocyte 



bones 

joints 

muscles 



artery 

capillary 

vein 



pituitary 

thyroid 

adrenal 



pro- 
post- 
hemi- 



fallopian tubes 

ovary 

uterus 



hem- 

hemato- 

hema- 



-oma 

•ite 

-lytic 



eu- 

fibr. 

kerat- 



hematuria 

micturition 

enuresis 



orthopnea 

cyanosis 

apnea 
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clavicle 
Scapula 
sternum 



Parietal 

sphenoid 

Zygomatic 



ilium 
coccyx 
ischium - 



Femoral 

Aorta 

jugular 



The following terms should be labeled according to WMC Isolation categories, 

U. V. 

diphtheria (pharyngeal) Encephalitis 

viral hemorrhagic fevers Dientamoeba fragilis 

Varicella Zoster Pleurodynia 



W. X, 

bronchitis acquired immunojdeficiency 

coronovirus syndrome 
parainfluenza Leptospirosis 

Syphilis 



PROCESS: ANALYZE HOW YOU 
SOLVED THE PROBLEM 



What did you have to do to solve these labeling problems? Write the step-by-step 
problem-solving procedure you used to solve these problems, (You're not limited to 
four steps. Use the back of this sheet for additional steps.) 



STEP ONE: 
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STEP TWO: 



STEP THREE: 



STEP FOUR: 



Discuss your procedure with the rest of the class and note here any interesting points 
you want to remember. 



THINK LIKE A TEACHER 



Now it is your turn to create similar term groups. Pn^pare three word groups like the 
ones in 1 6 using terms from your glossary. Your fadlitator will choose one or two of 
your labeling categories and ask you to place them on the board (without the answer!) 
and to conduct class on your word group. Note here points that you want to 
remember. 



PROCESS: GROUPING AND LABELING 
TO REMEMBER INFORMATION 



You have completed labeling exercises using medical terms* How does this kind of 
exercise help in remembering the meanings of these words? 
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Discuss your answer to 1 9 and note here any insights that you want to remember. 



Medical terms are often formed based on their word parts* The three main word parts 
are the prefix, the combining form, and the suffix. Identifying a word's parts helps to 
figure out its meaning. 

Throughout this course, we will be constructing charts on prefixes, combining forms, 
and suffixes. Now we will concentrate on prefixes. Look back to the terms in both 
your glossary and the previous exercises. Identify and construct a chart of the prefixes 
you find in your glossary and the terms from the previous exercises. {Maka a note of 
the prefixes' meaning next to each term.) 



FIND RELATIONSHIPS - CATEGORIZATION 



This exercise in categorization has groups of three or four words, one of which does 
not relate to the others. Your task is to determine which word does not fit and state 
the reason for your decision. For example, 

nose REASON: I will cross out heart because the other 

larynx three terms are related to the respiratory system. The 

heart heart is associated with the circulatory system, 

lungs 



A. mastication REASON: 
saliva 
absorption 
capillary 
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B. incompetent 
incontinent 
void 

elimination 



REASON: 



C. DPH 
DP 
DPM 

D. prone 
abduct 
adduct 
flexion 



REASON: 



REASON: 



dorsal 
posterior 
supine 
anterior 



RE. JN: 



pelvis 

tibia 

ribs 

tongue 



REASON: 



neuro- 
hem- 
hemato- 
hema- 



REASON: 



anorexia 

glossal 

obese 



REASON: 



I. hamstring REASON: 
cranial 
spinal 
autonomic 

J. patella REASON: 
fibula 
ulna 
tibia 
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PROCESS: ANALYZE HOW YOU 
SOLVED THE PROBLEM 



What did you have to do to solve these categorization exercises? Write the step-by- 
step problem-solving procedure you used to solve these problems. (You're not limited 
to four steps. Use the back of this sheet for additional steps.) 



STEP ONE; 



STEP TWO: 



STEP THREE: 



STEP FOUR: 



Discuss your procedure with the rest of the class and note here any interesting points 
you want to remember. 
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THINK LIKE A TEACHER 



24. Now it is your turn to create some categorization categories. Develop five v»/ord 
groups similar to the ones in 22, Be prepared to write one of your categories on the 
board and to conduct a class discussion on its answer. Note here any points that you 
want to remember. 



PROCESS: CATEGORIZE TO 

REMEMBER INFORMATION 



25. You have completed some categorizations of medical terms. How does this kind of 
exercise help in remembering the meanings of these words? 



26. Discuss your answer to 25 with the class. Note here any insights that you want to 
remember from the class discussion. 
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27. In activity 21, you created a chart of the prefixes found in the medical terms in both 
your glossary and the previous exercises. Now construct a chart of the suffixes you 
find in your glossary terms and the terms from the previous exercises, (Make a note 
of the suffixes' meaning next to each term J 



FIND MORE COMPLEX RELATIONSHIPS • 
THE STRUCTURED OVERVIEW 



28, The "structured overview" is another technique that compels you to us^ the 
meanings of words to determine relationships among them. It presents a graphically 
visual picture of how ideas and/or words relate to each other, if, for example, you 
were given the four words "nose/ "larynx," "respiratory/ and "lungs/ and were 
( asked to place them in the following chart. 



you would put the word "respiratory" in the top box since it is the label of the major 
category of which the other words are examples. 

in the following exercises, use the given words to fill in the appropriate boxes to show 
the best relationship among the words. Explain the reasons for your choice in the 
space provided. 
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compound, comminuted, fracture, impacted 



REASON: 



B. 



right bronchus, left lung, diaphragm, 
trachea, right lung, left bronchus 

REASON: 
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lens, vitreous body, anterior chamber, cornea, retina 
REASON: 

D. 

I 



stratum corneum, subcutis, epidermis, dermis 
REASON: 
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e. 



suprarenal, pancreas, glands, thymus, thyroid 
• REASON: 



tunica media, tunica adventitia, tunica intima 
REASON: 



ERIC 
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ascending colon, stomach, small intestine, esophagus, rectum, descending colon, 
sigmoid colon, duodenum, large intestine, ileum, 
jejunum, cecum, traverse colon 

REASON: 
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H. 



I 



common iliac, axillary, ulnar, anterior tibial, femoral, brachial, posterior tibial, radial, 
heart, deep femoral, aorta, popliteal, deep brachial. 



REASON: 
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helix, concha, tympanic mennbrane, incus, labyrinthine, cochlea, lobule, external ear, 
external auditory meatus, malleus, ear, fenestrae, auditory nerve, saccule, middle ear, 
internal ear 

REASON: 



PROCESS: ANALYZE HOW YOU 
I SOLVED THE PROBLEM 

What did your mind have to do to solve these "structured overview" problems? Write 
your step-by-step procedure here. 

STEP ONE: 



STEP TWO: 



STEP THREE: 
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STEP FOUR: 



Discuss your procedure with the rest of the class and note here any interesting points 
you want to remennber. 



THINK LIKE A TEACHER 



30. Now it is your turn to create five complete "structured overviews." Be prepared to 
write one of your "structured overview" problems on the chalk board and to conduct 
a class discussion on its solution. Note here any important points made during the 
discussion. 

A. 



B. 



ERIC 
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c. 



D. 



PROCESS: USE "STRUCTURED OVERVIEW" 
TO REMEMBER INFORMATION 



31 . You have completed some structured overview exercises using medical terms. How 
does this kind of exercise help in remembering the meanings of these words? 
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32. 



Discuss your answer to 3 /vith the class. Note here any insights that you want to 
remember from the class c icusston. 



33 in activity 21 and 27, you created charts of the prefixes and suffixes found in the 
* medical terms in both your glossary and the previous exercises. Now construct a chart 
of the combining forms you find in your glossary terms and the terms from the 
previous exercises. (Make a note of the combining forms' meaning next to each term.) 



( 



LOOK FOR RELATIONSHIPS - CLASSIFICATION 



34 Classification is a process^ In which you systematically group items into categories 
according to similar characteristics. It is a thinking skill that enables you to discover 
what relationships exist among words. The alphabetizing of words (as you did with 
medical terms In activity 4) is a classification system: grouping words together 
according to similar first letters. Now that you have precise definitions of medical 
terms in activity 4 and some experience in categorizing and labeling, classify all the 
words you have listed in 4 into the following five groups. Be prepared to give your 
reasons for putting eac- word in the category that you did. 
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BASIC SYSTEMS 



SKELETAL 



NERVOUS 



CIRCULATORY 



DIGESTIVE 



RESPIRATORY 



THINK LIKE A TEACHER 



35. Now place the words from activity 4 into your own classification system and put a 
label on each group. {You can't use the same classification system used in the 
previous question.) 

Label: 
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Q O 



Label: 



Label: 



Label: 



PROCESS: ANAIYZE HOW YOU 
SOLVED THE PROBLEM 



36. What did your mind have to do to solve this classification problem? Write your 
step-by-step procedure here. 



STEP ONE: 



STEP TWO: 
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STEP THREE: 



STEP FOUR: 



Discuss your classification system, labels, and procedure with the rest of the class 
and note here any interesting points you want to remember. 



PROCESS: CLASSIFY TO 

REMEMBER INFORMATION 



37. You have completed some classification exercises using medical terms. How does 
this kind of exercise help in remembering the meanings of these words? 



38. Discuss your answer to 37 with the class. Note here any insights that you want to 
remember from the class discussion. 
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SYNTHESIZE: PUTTING IT ALL TOGETHER 



39. On a separate paper, create a chart that compares the difficulties and/or ease, benefits 
and/or detriments of the exercises of labeling, categorization, structured overview, and 
classification as they relate to remembering and properly using medical terms. 



40. Do you thini< you have a good understanding of medical terms? Why or Why not? 



41 . Have you "learned to learn" in the context of medical terminology? State your reasons 
for your answer giving specific detail. 



42. Write a paragraph or two that explains how you can use the exercises of labeling, 
categorization, structured overview, and classification to help you learn and 
understand the woricplace terms used in your department. . 



ERIC 
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Examples and Their Definitions | 
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COMMON RULES FOR THE ADDITION OF SUFFIXES 

TO THE ENDS OF WORD ROOTS 
. vowels a. e, i, o, u(y) 
consonants b. c. d. f. g. h. j. k. 1. m. n. p. q, r. s, t. v. w. x, y. 2 

1. If the suf&t begins with a vowel, drop the vowel of the root and add the 
suffix. 

^'^t Suffix Word 

hepato + itis « hepatitis 

cholecysto + ectomy « cholecystectomy 

nephro + osis » nephrosis 

gasuoo + optosis « gastroptosis 

neuro + algja « neuralgia 

2. If the suffix begins with a consonant, add it to the word root in total. 

f^oot Suffix Word 

myo + pathy « myopathy 

cardio. + mcgaly » cardiome^y 

osteo + malacia » osteomalacia 

thoraco + tomy » thoracotomy 

3. TTiere are always exceptions to the nilc. Here is one of them: When 
adding the suffix -rhapby or -rbexis. double the initial consonant be- 
fore adding the suffix. 

Root Saffix Word 

artetio + rhexis » anciionhexis 
orchio + rfaaphy « orchiorrhaphy 

You must remember that all of the above word roots are combining 



ERIC 



I' '2 



CO 

> 

3 

C5 



O 
C3 



zs o 
a & 

a s 

4) ^ 
> O 

U ^ 

00 (9 (Q 
(8 ^ fit 
•S '-^ ^ ' 

w 0^ a 

U <J V 
O (fl 
B w o 

> 



0* • -a 

3 t5 ^ 



a ^ 

0 

u 

a 41 

CO ca 

c N 



.Si 

^ u J 











X 


o 




o 






a. 


u : 


> 




c 








u 


(9 






s 














o 












c 


c 




C9 


o 






8 




W 


3 


o — 




0^ 


u ^ 


> 


c 






o. 


8r 








(9 


a» 


O - 


0) 


3 


c 


cn 


00 


3 


C9 


C9 








H- 










a a 

^ o 
3 o 



a 01 



09 
Q 



o 



II 3 
= C 



•^3 0 
c !o S 

«: cu 
o s 

0 .c 

01 .'3 













c 


0» 




flu 


<« 


<J 




N 


o 




C 


u 




0» 


o 


2" 


3 


00 


00 




c 


3 






o 


c 


c 


CJ 




0) 








CO 


y) 




c 


3 










a. 


•H 


0» 


o 






o 


"S. 




"3 


o 


V 


8 




0) 


CO 




« 


3 


o 


o 






u 





QO O 3 * 
4J 

^ 0) 

« 00 

4j o cu a} 

O ^ • >x 

r-» to C 

00 • c « 

-P4 « E 

C 3 3 

CzJ N X O 



a 
u 

•mi 

a. 

<o 

01 



■3 



00 u 

S (9 



X 

o 
o 



(9 

c 



o 



3) u 

W U 3) 

a ^ 

o • u 

US 3 4J 

u >s 0 J9 

• O ^ ^ ^ 

3 4) 4J «4« u} 

O C 5) 

« 3 4i ^ 
C S Z ^ 

q ^ 4J 03 

4J • O 

3 • O y 

u ^ 00 o >» 

w <9 ^ ^ 

U 4J 30 

CJ V e 0 

u a 

o M j: a 

^ (3 to V (9 1 
Q 4J 4J 4J 

CD C9 O 

9i o 4j 

4^ >s U W 

C S £ U 4J u 

9 Q C9 C ^ 

U 4J ^ C9 C 

O C 9) ^ 4J Of 

o £ cn ou 

U u 01 (AO 

V c9 u * a; 4j 

> N C W 

<U <9 



0) 



e « 

o ^ 

.a o 

3 o 

OJ ^ 

C 3 

CJ 

c c: 



CJ 

it 



J3 



Of 
0; 



o 

CJ 



o 
u 

c 
a 

CJ • 

a V 

4J C CJ 

o c 

U ^ (9 
C 4J CJ 
C9 CJ ^ 



^ <9 ^ 

a U w « 

CJ o £ 

O C 

• CJ u 

w O c 

3 ^ S 



CJ ^ 3 a 
9 a. CO u 

U C9 S 3 U 

0 u a. w 

4i (A 3 a 

Of • 4 «3 < 

U Of ^ M 

O ^ C 3 

U <p4 O 



< -3 
C 



<9 U ^ 
4J CJ C 



CJ O u 
e9 



a, 
5 

C9 



CJ 
CJ 

a 
> 

a 

Of 
N 

CJ 
Of 



<9 3 a 3 ^ CJ 9) 

CJ O U >s 3 

CJ 5, a « 

o * 'n 3 4j a u 

U 01 4) U CJ U 3 

O 3 U a ^ (9 

c CJ a u ^ a 

o u e o H u) 

00 o •p^ 4^ 3 

u a c > • cf 

• O 4f O C O 

0 M a 4J ^ o 

H-f CU a 4J (9 CJ CJ 

U 4) <H CJ 00 >s O 

u Of Of a ^ 

•H cn c 

^ • -p^ a C Q- 3 

< X Q Of a Of 

C 4) • U CJ u c 

3 cuiH a CJ w CO flu 

•»-J 3 C-M 

c o a w 

o u ^ 0} • • • 

O CJ C/3 4-» ^ CNJ «n 



Of o 
3 U 



C 4) 

a a 

3 4 

•H U 

■p^ o 

:3 ^ 

a. j= 

o o 
a 

Of -o 

<9 C 

= a 



c c 

■r^ 50 

CJ 

-o 

O 00 
CO 3 

3 O 
9 Of 

u 

V o. 

«J Of 
CJ 
<9 

^ s 

(9 

w 

OJ 

e9 

4J Cf 

o 



3 « Q 
O 6 

u c 

CJ • >% m 

^ C ^ 3 
U 09 O 4f 4f 
O ^ u u 

^ 4j a 3 

a 4f CJ 3 4 
3 -O 4f 

u a c 3 

3 CJ -p^ « CJ 

S3 CO a 

c: u o 

a • w o CJ 

3 a 3 c o 

^ 4f ^ ^ 4f 

o <H a >s > 

O ^ kl 4f J: 

o a a o c a 
a CJ a a 

^ CO 4J 4f 

>^ e ooco u 

^ • 3 c 00 

a, u a -p^ ^ a 

a 4f 3 a 4j w 

u a -4 c 

cn 4^ • 4) 3 

O C U 

-3 jrf 4J a 
a 3 CO u 4j 
■P4 a o y ^ 

C 4f 4) 

• QOU^ N 

a ^ c 3 -H 

3 4f <p4 *H #H 

4f a a 19 

c e a a Of w 

a« Of Of 4) a 4f 

CO a u a c 

• C -p^ ^ 3J 
09 O *0 4J 00 

tJ >S 

a a ^ 00 
o c a 

a "3 ^ •H 

3 M Of Of "3 C 

CJ ^ U b 3 -p^ 

^ Of 4J Of ^ CJ 

^ ^ -p^ > O CJ 

Of 3 a 3 a 

flu 2S CJ ^ > 



8 0 



Of 

a 
o 

js o c: 

4^ U Of Of 

« -p^ 

u o o u 

o j: ^ a 

3 CJ o. 



4^ c 

u ^ a 

o 3 a S 

<^ a a 3 

a Of 

-p^ c 

U 4^ C 3. 

a ^ a 

a 3 00 < 

a u 

Of >« o a. 

CJ U Of 

^ a 4j u 

C 1^ 4i>l 3 4.i 

^ a a a a 

>s 3 u 4^ ^ a *4 

^ -p^ a j: Of ^ 

c a a. -p^ -p^ Of 

o 4j a a a .A 

* c Of Of 4^ a 3 

a Of u CO oe: s: 

;o 4^ 

d d • • • • 

X c ^ CM <n ^ 



-Cf 

a 



o 




Of 3 4J 
-3 CJ O 
H < 



X 



'9 4 C 

0) <w O 

01 U --^ 

O Of ^ * 

^ ou « 

X Wi ^ 

o 4^ e 

3 > 



c 

o 



o 

31 



< 



Respiratory Isolation 



1. Masks are moicateo for most wno come ciose to patient. 

2. Gowns are not moicateo. 

3. Gloves are not indicated. 

4. HANDS MUST SE WASHED ARE51 TOUCHING THE RATlENT OR 
POTHNTIAILY CONTAMINATHD AflTlClES ANO BEFORE lAKlNG 
CARE OF ANOTHER PATIENT 

5. Amdcs contaminated witn infective matenai should Oe discarded 
or bagged and laoeted oetore seing sent for decontamination and 
reorocessmg. 



Enteric Precautions 

1 Masks are not moicateo. 

2. Gowns are indicated if soiiing is likely. 

3. GiOves are indicated for toucnmg mfecnve matenai. 

4 HANDS MUST BE WASHED AFTER TOUCHING THE RATIENT OR 
POTHNTIAILY CONTAMINATED ARTICLES AND BEFORE TAKING 
CARE OF ANOTHER PATIENT 

5. Articles contaminated with infective matenat should tie discarded 
or Daggeo and labeled before setng sent for decontamination and 
reprocessing. 

Strict Isolation 

1 . Masks arc indicated for all persons entering room. 

2. Gowns are mdiated for ait persons entenng room. 

3. Gloves are indicated for all persons entenng room. 

4. HANDS MUST BE WSHEOAHER TOUCHING TJE^ 
POTHNTIAUY COMTAMINATEO ARTICLES AND BEFORE TAKING 
CARE OF ANOTHER WTlENt . 

5 Artdescontasmnattd Witt) infecsve material stwuWbtdisartto 
or bagged and tawtd before being sent for decontamination and 
reprocessing. 



Measles 
Mumps 

Whooping Cough 

Meningococcal-Mening- 

itis 

Diarrhea caused by: 

Campylobacter 

Salmonella 

Shigella 
Hepatitisa 
Viral Meningitis 

Chicken Pox 
Diphtheria 

Patient must be in 
room with aute-room 




TB 

Patient must be in 
room with ante-room 



ALL PATIENTS 
ALL OF THE TIME 



Contact Isolation 

1 Mastcs are indicated for mose wno come close to patient. 

2. Gowns are indicated if soiling is iikefy. 

3. Gloves are indicated for toucfttng mfectrve matenat. 

4 HANDS MUST 8E WASHED ARE-^ TOUCHING THE PATIENT OR 
POTENTIAILY CONTAMINATED ARTICLES AND BEFORE TAKING 
CARE OF ANOTHER PATIENT 

5 Alices contaminated wim intec:?/e matenai should De diS'':^rded or 
bagged and 'aseieo cetore cetng sent tor decontamination and 
reorocessmg. 



Impetigo 
Multiply Resistant Baci 
Staph or Strepa Pneurr 
Scabies 
Head Lice 

Major Would Infections 
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SOLVING MEDICAL TERMINOLOGY 
AN OVERVIEW 



Solving Medical Terminology is a vocabulary course which 
concentrates on that knowledge and those skills which are necessary 
for learning new vocabulary words. The emphasis is on the way the 
English language works, particularly on roots, prefixes and 
suffixes. The students are given various ways to figure out and 
learn vocabulary, plus practice in some of these skills. Use of 
dictionaries and other reference books is emphasized as is using 
charts to find answers to questions. Medical terminology in used 
as a vehicle since it is of particular interest to these students. 



English As A Second Language 

(ESL) 



Developed by: 
Brand i Hockman 
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— Kn^XxsK As A Second L-M-n 

Section 1. List en. Rege.at ,.. Write, and Check. 

1 . 



3. 



4 . 



0 . 



6. 



9. 



10, 



11 



12 
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Section..!. Listen, Repeat , _Wri tje, _a.nd .Check { cqn.t inuedj 



14 . 



15 . 



16. 



17 . 



18 . 



19 . 



20. 
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Responses to Section 1, 



1 

1 • 


Is it raining? 


o 

C • 


Are they from China? 


3 . 


Do you have children? 


4 • 


The employees are not from America, 


5 • 


This class is small. 


6 • 


The teacher has a book. 


7 . 


Can you see the man? 


Q 

O • 


Do they want to eat lunch? 


9 • 


I usually drink milk. 


10 • 


They never drink coffee. 


1 1 • 


Sarah leaves work at 3:30pm. 


12 • 


She studies English. 




Pid he come to work this morning? 


1 A 


They were t ired . 


1 

10* 


Did you work late last night? 


16. 


Is the oven turned off? 


17. 


The water is hot. 


18. 


The dishwasher is not working. 


19. 


It is broken. 


20. 


Did you take your vacation? Where did you do? 
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S ection 2. What Do You S a y Wh en. ^ 

1. What do you say to your super\'isor if you are- late for work? 

2. What do you say if you don't understand ^*hat someon-? has said 
to you? 

3. What do vou say if .you are suppose to put oranse .iuice cn a 
tray but instead you put apple juice on it? 

4. What do you say when you want to take a day of work off? 

5. What do you say when you want to know what time it is, but you 
don't have a watch on? 
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Respons es to Section 2 



1. I am sorry I am late. I won't be late again. 

2. I am sorry. I did not understand you. Please repeat what you 
said. 

3. I am sorry. I made a mistake. 

4. May I take Friday off? I have a doctor's appointment. 

5. Excuse me. Do you have the time? (or) Excuse me. Do you 
know what time it is? 



Project pro's English As A Second Language 



S ection 3 . In Your Own Word 

Answer the foilowing questions. 

1. Do yo»i like to read? 

2. What kinds of thins^s do you read? 

3. How often do you read? 

4. Do you read in English? 

5. Do you know where the library is? 

6. Have you ever been to the library? 

7. Do you have a library card? 
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Responses to Section 3> 

!• Yes, I like to read, (or) No, I don't like to. read too much. 

2. I like to read magazines. (or) I like to read the newspaper, 
(or) I like to read books. 

3. I read magazines often. (or) I read the newspaper every 
morning. (or) I read a book every month. 

4. No, I usually read in Vietnamese, (or) Yes, I read an 
American newspaper . 

5. Yes. I know where the library is. (or) No. I do not know 
where the library is. 

6. Yes. I went to the library yesterday. (or) No. I have never 
been to the library before. 

7. Yes. I have a library card. I can check out books. (or) 
No. I do not have a library card. My friend checks out books 
for me. 
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We will complete Week 3's activities. 

We will then begin working on this week's topic - the verb 
'have' as a main verb. 

One goal of this class is to develop your English vocabulary. 
You should always ask for a word's definition if you are 
unsure of its meaning . 

Each week we will talk about new vocabulary words, the plural ' 
forms of those words , and worlds that mean the same or nearly 
the same . ( We call words that mean the same or nearly the 
same synonyms.) 

Another goal is to improve your pronunciation of vocabulary 
words so you will be asked to repeat specific words and 
sentences . 
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CHOOSE THE WORD THAT BEST COMPLETES THE SENTENCE IN PRESENT TENSE. 
WRITE YOUR CHOICE IN THE BLANK THAT IS PROVIDED. 



1 . She 



a coffee pot 



A. 

B< 



has 
have 




M coffee poc«ii« 



synonvms : 



2. Thomas and Sarah 

A . has 

B. have 



spoons for their soup, 




synonvms : 



3, 



a glass of water , 



A- 

B, 



synonvrts : 



has 
have 




The nurse 



a bowl of soup. 



A. 
B. 



has 
have 



synonvms: 




lie. 



5. The knife a sharp blade, 



A, 
B. 



has 
have 




knife 



synonyms : 



6. Do you a carrot in your refrigerator? 



A. 



has 
have 




refrifl 



synonyms : 



The doctor 



an umbrella because it is raining 



A< 



has 
have 



umbrelU 



synonvms : 



8* When we go to a birthday party, we cake and ice cream. 




CHOOSE THE WORD THAT BEST COMPLETES THE SENTENCE IN PAST TENSE, 
WRITE YOUR CHOICE IN THE BLANK THAT IS PROVIDED. 



1. They a bag of food when they left the grocery store. 

A. have 

B. had 

C . has 



synonyms : 



2» Sam and I lunch together yesterday. 

A. have 

B. had 

C . has 



synonyms : 



3. When I was cleaning, I . a broom. 

A . have 

B. had 

C. has 



synonyms : 



4. The rabbit that I saw Friday bis; ears. 

A. have 

B. had 

C. has 



svnonvms : 






rabbic 
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CHOOSE THE WORD THAT BEST COMPLETES THE SENTENCE IN FUTURE TENSE. 
WRITE YOUX CHOICE IN THE BLANK THAT IS PROVIDED. 



1. Tomorrow he to meet with his supervisor. 

A. has 

B. have 



2. At Christmas, they many relatives to visit. 

A . has 

B. have 



3, When the movie is over, do you to leave? 

A . has 

B . have 



4. I two meetings to attend in the morning. 

A . has 

B. have 



5. Next week we to buy a Christmas tree. 

A. has 

B. have 



6. On January 3, 1993 I to take my son to the dentist. 

A . has 

B. have 
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HAVE 
PRESENT TENSE 



have 



he 

she has 
it 



they have 



we have 



HAVE 
PAST TENSE 



had 



he 

she had 
it 



they had 



we had 



1^0 



HAVE 

FUTURE TENSE 



have 



he 

she has 
it 



they have 



we have 



ERIC 



Eixgflish As A Second T^^ltxsxjlxjl^g 



Last week, we talked about the present tense of the verb 
have'. For example in the sentence, have two children", 
the verb 'have* is in the present tense. 

Tonight we will continue our discussion of the verb 'have*. 
We will talk about its past and future tenses. 

I will also ask you to describe, in writing, your idea of the 
perfect job. 

We will then discuss your ideas as a class. I want everyone 
to share his/her ideas with the class. This opportunity will 
help you improve your conversational English. 
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ENGLISH AS A SECOND LANGUAGE 



* TONIGHT WE WILL TALK ABOUT THE VERB "BE" IN THE PRESENT AND PAST 
TENSES. WE WILL CONTINUE TO LISTEN, REPEAT, AND COMPLETE 
SENTENCES, BUT THIS WEEK WE WILL USE THE VERB "BE". 



* THE SENTENCES THAT WE WILL BE USING CONTAIN VOCABULARY WORDS 
THAT ARE USED FREQUENTLY DURING THE CHRISTMAS SEASON. IF YOU 
ARE CONFUSED ABOUT A WORD, OR IF YOU DON'T UNDERSTAND THE WORD, 
PLEASE ASK FOR HELP. 



* THE WRITING/CONVERSATIONAL TOPIC FOR TONIGHT WILL ALSO BE ABOUT 
CHRISTMAS. YOU WILL HAVE SOME TIME TO CREATE YOUR OWN CHRISTMAS 
LIST, AND THEN YOU WILL SHARE YOUR LIST WITH THE CLASS. 




ENGLISH AS A SECOND LANGUAGE 



READ THE SENTENCE CAREFULLY AND CHOOSE THE CORRECT ANSWER IN THE 
PRESENT TENSE. 



1. We going to church because it is Christmas Eve. 

A. am synonyms: -fV>e r^mH'f lo^^^t 

B. is ' -J CI ir\:3ir, 

C . are 



2. Ba buying a gift for Christmas. 

A* am synonyms : pf€S&^'^ 

C. are ' ^ 



3. Enrique and I 



A. 
C. 



am 
is 
are 



decorating the tree. 

synonyms: +r I'r^ 1 o-i^'^CJ 



4. The little boy 



very excited about Christmas. 



A. am 

B. is 

C. are 



working today, so I can be home for the holidays. 



A. am synonyms: C\m i jiniaS 

are Vecxr^ L)^i 
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The man with the white beard wearing a Santa Glaus 

costume • 

A. am ^ 

B. is synonyms: s>(rxt i^rcx^ 

C. are 3+, t")'e.k:^ 



The date December 22, 1992. There are only a few days 

until Christmas. 

A. am 

B. is 

C . are 



Nam filling the stocking with gifts. 

A. am synonyms: 
B» is 
C . are 



you ready for Santa Glaus? 

A* am 
B. is 
G . are 



The workers at the Christmas party. 

A* am 
B. is 
C * are 
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READ THE SENTENCES CAREFULLY AND CHOOSE THE CORRECT ANSWER IN THE 
PAST TENSE. 



1. The Christmas song 

A. was 

B. were 



beautiful 



synonyms : 



2. I 



going to buy a turkey for Christmas dinner. 



A. was 
B# were 



3. All of the decorations on the tree. 

A. was synonyms: or f^cuo ^"1 

B* were 



4. it cold when you went Christmas caroling? 

A. was 

B. were 



5, The supervisor 
employees . 



giving Christmas cards to all of the 




A. 



was 
were 



synonyms : 
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Brandi eating a candy cane* 

A. was synonyms : pep.jer i + 

B. were ' ' ' 



Nam, Ba, and Enrique putting ornaments on the tree. 

A. was synonyms: C-^rtS+niaS hcruL^LS 



Everyone shopping at the mall yesterday* 

A • was 
B* were 



they sleeping when Santa brought their gifts? 

A. was 

B. were 



The presents under Tamils Christmas tree. 

A. was 

B. were 
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THE VERB "BE" 
PRESENT TENSE 
I am 
you are 
he 

she is 
it 

they are 

we are 
you all 



PAST TENSE 
I was 
you were 
he 

she was 
it 

they were 

we were 
you all 
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WRITING / CONVERSATION ACTIVITY 

BEFORE CHRISTMAS, MANY CHILDREN AND ADULTS MAKE A CHRISTMAS LIST. 
THEY WRITE DOWN WHAT THEY WOULD LIKE FOR CHRISTMAS, OR WHAT THEY 
ARE GETTING OTHER PEOPLE FOR CHRISTMAS. FOR TONIGHT'S ACTIVITY, 
YOU WILL EACH. MAKE A CHRISTMAS LIST AND THEN SHARE THE LIST WITH 
THE REST OF THE CLASS. 



PROTECT 




PROFESSIONAL HiAOtNISS OPPORTUNITY 



ENGLISH AS A SECOND LANGUAGE 



* THIS WEEK WE WILL CONTINUE TO WORK WITH THE VERB "BE". WE WILL 
COMPLETE MORE SENTENCES IN PRESENT AND PAST TENSES. 



* TONIGHT WE WILL ALSO WORK ON PRONUNCIATION/WRITING SKILLS. YOU 
WILL READ A STORY AND HEAR YOUR OWN PRONUNCIATION. HEARING YOUR 
OWN MISTAKES WILL HELP YOU UNDERSTAND WHAT YOU NEED TO WORK ON 
THE MOST. 
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COMPLETE THE SENTENCE WITH THE CORRECT FORM OF THE VERB "BE" IN 
PRESENT TENSE. 



1. They at work today. 

A • am 

B. is. 

C . are 



2. He a responsible employee. 

A. am 

B. is 



C . are 



3. You supposed to call in if you can*t come to work, 

A . am 

B. is 
C • are 



4. I not going on vacation this year, 

A. am 

B. is 
C • are 



5, We learning English. 

A • am 
B* is 
C . are 



6. It very windy outside. 

A • am 

B . is 

C . are 



7. This our sixth class. 

A. am 

B. is 
C • are 
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COMPLETE THE SENTENCE WITH THE CORRECT FORM OF THE VERB "BE" IN 
PAST TENSE. 



1. I not here for Christmas. 

A. was 

B. were 



2. They asked to assist their co-workers. 

A. was 

B. were 



3. She nominated "Employee Of The Month". 

A • was 
B. were 



4. We looking forward to our trip, 

A. was 

B. were 



5. You all here on time tonight. 



A. was 

B. were 



6. Sam sick during the holidays. 

A . was 

B. were 



7. I 



not at work yesterday, because my car broke down on 



the highway. 

A. was 

B. were 



8. The workers unhappy with their supervisor. 

A . was 

B. were 
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PERFORMING WORK: 
TASK # 01 



The MEMO in the box below tells you how this class will be conducted. 
STOP! DON'T READ THE MEMO YET, 

Your facilitator will first explain and discuss with you a different way the class will read the 
memo. We call this different way of reading, ACTIVE READING. Then everyone together will 
practice READING ACTIVELY on the memo below. 
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MEMO TO THE CLASS 

This class will be different. You will not just work by yourself or listen to a teacher give you 
information. You will be actively involved in (A) thinking and (B) leaming-how-to-learn by (I) 
reading actively, (2) explaining answers, (3) taking part in group activities, and (4) using 
resources. 

A) THINKING: Thinking is not just knowing and/or finding the right answer. That is 
memorization. Thinking is the use of information and knowledge to help solve problems. 
In this class, you will be actively involved in solving problems and thinking. 



B) LEARNING-HOW-TO-LEARN: Knowing how to find, think about, and use information 
to solve problems is a leaming-how-to-leam skill. So as you actively seek solutions to 
problems, you will examine how you reached your solutions (your problem-solving 
strategies) and use that process to leam-how-to-learn. 

1) READING ACTIVELY: Being able to read well helps all of us perform our work. 
Reading to perform work is a goal for this course. Active reading in this course includes 
reading aloud. Don't be afraid of making mistakes while reading. We all do! In fact, they 
are not mistakes; incorrect answers are considered learning opportunities. We use them to 
learn. (We call this taking advantage of learning oppormnities.) In addition to helping you 
practice reading, reading aloud as conducted in this class will be used to develop your 
reading comprehension skills. 

2) EXPLAINING ANSWERS: You will be asked to give reasons and explanations for 
answers to questions. In this class, the explanation for an answer is as important as the 
answer itself So start to become aware of the reasons for your answers: What made you 
think of that answer? Answers will be judged more on the explanation than on whether the 
answer is right or wrong. 

2 A) COMMUNICATING: Giving reasons and explanations for answers will 
require you to talk a lot. This will help you to answer questions and give 
information more clearly on the job. In this class, you will also be asked to write 
out answers to problems in sentence or memo form. 

3) TAKING PART IN GROUP ACTIVITIES: Working in a group in the classroom 
helps you to learn more about working together and team work on the job. Many of the 
activities in this course will be completed in small or large groups that require you to learn 
how to participate effectively in a group. 

4) USING RESOURCES TO BUILD YOUR OWN KNOWLEDGE: More than likely 
your previous educational experiences in the classroom involved having knowledge and 
information given to you by the teacher, who lectured or directed you to read certain 
textbook pages. In this class, you will learn how to use manuals, memos, charts, and the 
dictionary, together with some regular classroom books to help solve work-related 
problems. Learning how to use written resources allows you to solve problems better; it 
also allows you to build your own knowledge, which is another way of leaming-how-to- 
learn. 
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PERFORMING WORK: 
TASK # 02 



BRAINSTORMING: 

Your facilitator will conduct a class session where you and your classmates will learn about 
brainstorming; then you will brainstorm the ideas, concepts, and terms that you associate with 
WMC's C.A.R.E. philosophy. 



MAKING CONNECTIONS: 

1. List as many things WMC's C.A.R.E. philosophy has in common with the MEMO TO 
THE CLASS you discussed in TASK 01. 



DISCUSS YOUR IDEAS: (Discuss as a class your thoughts about the similarities between 
WMC's C.A.R.E. philosophy you brainstormed and the MEMO TO THE CLASS you have 
discussed in TASK 01. Use the space below for your notes.) 



Project PRO'S Reading and Reasoning Task 02, page I 

ERJC 136 



DEVELOP CLASSROOM POLICY: 



2. Based on the class discussion of question 1 above, suggest some appropriate 
responsibilities of you and your classmates. 



DISCUSS YOUR IDEAS: (Your facilitator will post the suggestions on the board and lead the 
class in developing a final list that will be posted in the classroom and used throughout the rest 
of the course.) 
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PERFORMING WORK: 
TASK # 03 



READ ACTIVELY: You will next be asked to locate and read your Job Description, 
BEFORE YOU ACTUALLY READ, THINK! 

We often think about an activity before we start doing it. Just like we have to warm up 
before playing a sport, we have to think before performing tasks; we get out the ingredients 
before preparing a meal; we plan our trips to the market. We also have to think before we 
read, though many of us don't realize we do any thinking before we read. THINKING is a 
part of ACTIVE READING. In this course, we are going to learn what we can do just 
before we start to read. We call this mental planning and preparation for active reading, 
BEFORE-READING THINKING. The task we will perform in this case is reading a job 
description. 

In order to help you develop some good habits in your BEFORE-READING THINKING in 
this situation, let*s (A) determine the reasons for reading a job description, (B) recall what 
you already know about job descriptions, and (C) try to predict what you will find in such a 
description. 



THINK BEFORE YOU READ: 

1. List some reasons why you would read a job description. Be prepared to discuss these 
reasons. (Don't worry about grammar, spelling, punctuation, or complete sentences 
here. Just make some notes for yourself so you can tell the class orally what are some 
reasons for reading a job description.) 



2. List some things about job descriptions that you expect to fmd. Be prepared to discuss 
what you already know. (Don't worry about grammar, spelling, punctuation, or 
complete sentences here. Just make some notes for yourself so you can tell the class 
orally what you already know.) 
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DISCUSS YOUR IDEAS: (Have a class discussion on questions 1 and 2 before continuing 
with this exercise. Note here any interesting points you want to remember from the 
discussion.) 



FINDING RESOURCES: Now go to your Learner's Resource Manual and fmd your job 
description. But before you actually read the document, answer question 3 below. 

THINKE^G ABOUT HOW TO FIND INFORMATION: 

3. List the steps you took to fmd your job description in your Learner's Resource 
Manual. 



DISCUSS YOUR IDEAS: (Discuss as a class the different ways to find information in the 
Learner's Resource Manual, Use the space below for your notes.) 



READ ACTIVELY: Your facilitator will guide you through actively reading the Job 
Description aloud just as the class read aloud the MEMO TO CLASS. 



ERLC 
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THINKING ABOUT READING AND THINKING: 

4. In question 1, you were asked to list some reasons why you would read a job 

description. Did the fact that you had to think about the purpose for reading before 
you actually read the job description help you UNDERSTAND the job description 
better? Make some notes below to support your answer. 



5. In question 2, you were asked to list some things you already know you already 
know. Did the fact that you had to recall what you already know about job 
descriptions help you COMPREHEND AND UNDERSTAND the job description 
better? Make some notes below to support your answer. 



6, List the things that you did find in the job description that you expected to find, 
(Again, don't worry about grammar or spelling or sentence structure. Make these 
notes for yourself so you can remember and discuss them in class.) 



7. List the things you expected to find but didn^t. 
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8. List here the things that you found in reading the job description that you did not 
expect to find. 



DISCUSS YOUR IDEAS: (Discuss as a class your answers to questions 5 through 8. Use 
the space below for your notes.) 



ERIC 
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PERFORMING WORK: 
TASK # 04 



READ ACTIVELY: You receive the following memo: 



MEMO 

TO: ALL EMPLOYEES 
FROM: PERSONNEL 
DATE: APRIL 10, 199_ 

The new Universal Precautions for WMC employees are 
attached. Read carefully and be prepared to follow the new 
procedures . 



STOP!!: No, we didn't forget to attach the new Universal Precautions. We are first going 
to answer some preliminarv questions to start us thinking about what we will 
read. 

THINK BEFORE YOU READ: 

1. What were your first thoughts as you read the MEMO? (Not your thoughts about this 
exercise!!) What was your mind thinking about as you read the MEMO about the new 
procedure? (Feel free to mention whatever you thought about!) 



2. Would your answers to question 1 above be different if the last sentence of the MEMO 
only said: "Please read the section attached. " If your thoughts would be different, explain 
the difference. If your thoughts would not be different, why not? (Don't forget the 
explanations for your answers are as important as your answers.) 
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3. 



List sotne things you expect to find in the Universal Precautions. 



DISCUSS YOUR 'IDEAS: (Discuss as a class questions 1 through 3 before continuing this 
TASK. Use the space below for your notes from the class discussion.) 



FINDING RESOURCES: Now go to your Learner's Resource Manual and find the Universal 
Precautions. But before you actually read the document, answer question 4 below. 



THINKING ABOUT HOW TO FIND INFORMATION: 

4. List the steps you took to find the new Universal Precautions in your Learner's Resource 
Manual. 



DISCUSS YOUR IDEAS: (Discuss the steps you used to find and material and whether the 
steps you now take to find information in your Learner's Resource Manual are becoming easier 
and more efficient and why. Use the space below for your notes from the class discussion.) 



READ ACTIVELY: Your facilitator will guide you through reading the document aloud just 
as we read aloud the MEMO TO THE CLASS. 
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THINKING ABOUT READING AND THINKING: 



5. In question 3, you were asked to list the things you expected to find in the Universal 
Precautions, Did making this list before reading the Universal Precautions actually help 
you read the material better? (List the reasons for your answers.) 



6. List any information in the Universal Precautions that was different from what you 
expect^ to find. 



DISCUSS YOUR IDEAS: (Discuss as a class your answers to questions 5 and 6 before 
continuing the exercise. Use the space below for your notes from the class discussion.) 



DISCOVERING RELATIONSHIPS: 

7. List as many things in common as you can between the Universal Precautions and the 
job description you previously studied. 



DISCUSS YOUR IDEAS: (Discuss as a class your thoughts about the relationship between your 
job description and the Universal Precautions. Use the space below for your notes from the class 
discussion.) 



ERIC 
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BUILDING YOUR THINKING SKILLS: 

8. Do BEFORE-READING THINKING STRATEGIES change as the material you read 
(such as charts, newspapers, or grocery advertisements) changes? Be prepared to support 
you answer. 



9, Do BEFORE-READING THINKING STRATEGIES change as the instructions you 
receive change? For instance, assume the memo introducing this TASK only stated: 
"Please read the new Universal Precautions," Please support your answer. 



10, What do the answers to the last two questions mean for the way you read and for the 
BEFORE-READING THINKING STRATEGIES you might use? 



DISCUSS YOUR IDEAS: Discuss as a class the answers to the last three questions. Use the 
space below for your notes from the class discussion. 
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PERFORMING WORK: 
TASK # 05 



BRAINSTORMING: 

1. Your facilitator will guide you in a brainstorming session, the purpose of which is to 
develop as many BEFORE-READING THINKING STRATEGIES as possible. 



ANALYZING: 

2. After the list has been developed, your facilitator will guide you in analyzing each entry 
on the list. The analysis should determine (1) whether the entry should be included in 
a final list, (2) suggestions for rewording if necessary, and (3) a short description of how 
the strategy can be used. You should be able to support each decision in each of these 
three categories. 



DEVELOPING A CHART: 

3. Either individually or in small groups, develop a chart of the class's BEFORE- 
READING THINKING STRATEGIES. Try to determine a point of view or an 
organizing theme for the chart such as the strategies used for reading at work, or reading 
at school, or reading for different purposes, or all of these in one chart. Be creative in 
developing the theme for your chart and how you show it on paper. 
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PERFORMING WORK: 
TASK # 07 



READ ACTIVELY the following memo: 



TO: HOSPITAL PERSONNEL 
FROM: Personnel Department 
DATE: June 10, 19 9 

RE: TRAINING SESSION ON HANDLING HAZARDOUS MATERIALS 

The Training Department has scheduled a training session for 
various WMC departments on the hazardous materials you might 
encounter in the performance of your job. 

In order to get the most out of the training, please review 
a Material Safety and Data Sheet (MSDS) form from your^ 
department and know how it is organized before the training 
session. The trainers will assume you are familiar with the 
MSDS form and will base the training on chat assumption. 

Since the training will involve answers to the following 
questions, please come prepared to answer these questions 
for any MSDS form that you have in your department : 

A. From the MSDS form for the product that you choose, 
what is the name and address of the company that 
produces this product? 

B. From the MSDS form for the product that you choose, 
what is the telephone number to call in the event you 
want more information? 

C. From the MSDS form for the product that you choose, 
what would you do if that product splashed into the 
eye of a co-worker? 

D. From the MSDS form for the product that you choose, 
what would you do if that product spilled all over 
the floor? 

E. From the MSDS form for the product that you choose, 
what kind of fire extinguisher would you use to put 
out a fire involving this product. 
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DISCUSS YOUR IDEAS: Be prepared to present your chart and the reasons for its organizing 
theme to the rest of the class. The space below are for your notes from the class discussion. 
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PERFORMING WORK: 
TASK # 06 



READ ACTIVELY: You receive the following memo: 




MEMO 



TO: 

FROM: 

DATE: 



ALL EMPLOYEES 
SAFETY AND SECURITY 
APRIL 10, 199_ 



Attached is the Code Orange section of the Emergency 
Plans and Safety Policies Manual. Please be aware of the 
procedures for your department and be prepared to respond 
accordingly. Specifically, please answer the following 
questions about Code Orange as it relates to your 
department : 

A. How many Code Orange levels are there and what is 
the name of each level? 



B. Where do you report in the event of a Code Orange 
emergency? 



C. Explain the chain of command for each Code Orange 
level. 



D. List the specific duties your department performs in 
a Code Orange emergency. 



STOP!!: No, we didn't forget to attach the Code Orange section of the Emergency 



Plans and Safety Policies Manual We are first going to list some of the 
BEFORE-READING THINKING STRATEGIES you will use and then start 
thinking about DURING-READING THINKING STRATEGIES. 




Project PRO'S Reading and Reasoning 



Task 06, page I 



149 



THINK BEFORE YOU READ: 



1. List the BEFORE-READING THINKING STRATEGIES you intend to use when 
reading the Code Orange section of the Emergency Plans and Safety Pohcies Manual. 



• 2. List some things you expect to find in the Code Orange section of the Emergency 
Plans and Safety Policies Manual. 



DISCUSS YOUR IDEAS: (Discuss as a class, questions 1 and 2 before continuing this 
TASK- Use the space below for your notes from the class discussion,) 



THINKING ABOUT THINKING AND READING: 

AS the last question above demonstrated, one of the best ways to prepare for reading is to 
find out what you already know. So to prepare for developing DURING-READING 
THINKING STRATEGIES, let's find out what you already know about them. 

3. What are some of the things you do while you read to make sure you understand 
what you're reading? 



DISCUSS YOUR IDEAS: (Discuss as a class, what you can do while reading to comprehend 
and understand what you are reading. Use the space below for your notes from the class 
discussion.) 
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FINDING RESOURCES: Now go to your Learner's Resource Manual and find the Code 
Orange section of the Emergency Plans and Safety Policies Manual. But before you actually 
read the document, answer questions 4 and 5 below. 

TfflNKING ABOUT HOW TO HND INFORMATION: 

4. List the steps you took to find the Code Orange section of the Emergency Plans and 
Safety Policies Manual in your Learner's Resource Manual. 



5. You are becoming an expert on how to find information in the LEARNER'S 
RESOURCE MANUAL. This will be the last time you will be asi^^d about finding 
information in your LEARNER'S RESOURCE MANUAL, but now we want you to 
start thinking about how you find information in other books, such as a dictionary, 
or a child's math book, or the directions to put together an appliance. List some 
ways that you use to find information in books. 



DISCUSS YOUR IDEAS: (Your ideas about how to find information in other books is a 
very important part of leaming-how-to-learn. Discuss your ideas with the rest of the class 
before going on to the rest of this TASK.) 



READ ACTIVELY: Your facilitator will guide you through reading the Code Orange section 
of the Emergency Plans and Safety Policies Manual aloud, in the same manner that we read 
aloud the MEMO TO THE CLASS. 



READING FOR COMPREHENSION: Now reread to yourself the Code Orange material 
and answer the questions, repeated below, in the space provided. As you answer these 
questions, be aware of the DURING-READING THINKING STRATEGIES you are using 
to monitor your understanding of the material and your answers to the questions. 
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6, 



Now let's answer the questions contained in the MEMO: 

A. How many Code Orange levels are there and what is the name of each level? 



B. Where do you report in the event of a Code Orange emergency? 



C. Explain the chain of command for each Code Orange level. 



D. List the specific duties Environmental Services performs in a Code Orange 
emergency. 



THINKING ABOUT READING AND THINKING: Before discussing your answers to the 
Code Orange questions, let's become aware of what you did as you read the material and 
answered the questions. Answer the following questions as carefully and completely as you 
can so we can have a lively discussion of the reading and thinking strategies that you used. 

7. In question 1, you were asked to list the BEFORE-READING THINKING 
STRATEGIES you intended to use when reading the Code Orange section of the 
Emergency Plans and Safety Policies Manual. Did using the strategies you listed help 
you to read and understand the Code Orange material better? Support your answers 
by listing your reasons for your answer. 



r o 
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In question 2, you were asked to list what you expected to find in the Code Orange 
section of the Emergency Plans and Safety Policies Manual. Did thinking about what 
you expected to find in the material help you read and understand the Code Orange 
material better? Support your answers by listing your reasons for your answer. 



DISCUSS YOUR IDEAS: (Discuss as a class your answers to questions 6 and 7 before 
continuing the exercise. Use the space below for your notes from the class discussion.) 



THINKING ABOUT DURING-READING THINKING STRATEGIES: 

9. In question 3, you were asked to determine some of the things you do whjle you read 
to make sure you understand. What were some of the strategies you used while you 
were reading and answering questions and how effective were they? 



10. Did any other DURING-READING THINKING STRATEGIES come to mind as you 
read this material and answered the questions? List some of your new ideas. 



DISCUSS YOUR IDEAS: (Discuss your answers to questions 7 through 10 with the class. 
Note any new ideas in the space provided below.) 
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FROM PROCESS TO CONTENT: 



Questions 7, 8, 9, and 10 are called process questions, which are designed to make you 
aware of what your mind does as it reads and answers questions. Becoming aware of the 
process your niind goes through to read and answer questions is an important part of 
leaming-how-to-Ieam and using these new thinking skills to perform better in the workplace. 



Since the process questions are now out of the way, we can discuss the answers to the 
questions asked in the memo that started this TASK- Please return to question 5 and 
discuss your answers to the questions presented there. 



DISCUSS YOUR IDEAS: (Discuss your answers to the questions posed in the memo with 
the rest of the class. Be prepared to give the place within Code Orange that supports your 
answers.) 



DISCOVERING RELATIONSHIPS: 

11. List as many similarities as you can between the Code Orange section of the 
Emergency Plans and Safety Policies Manual and the job description you previously 
studied. 



DISCUSS YOUR IDEAS: (Discuss as a class your thoughts about the relationship between 
Code Orange section of the Emergency Plans and Safety Policies Manual and the job 
description. Use the space below for your notes from the class discussion.) 
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THINK BEFORE YOU READ: 



1. Before reading the MSDS form, list the BEFORE-READING THINKING 
STRATEGIES you will use to read this form. 



• 2. List the DURING-READING THINKING STRATEGIES you will use to read the 
MSDS form. 



DISCUSS YOUR IDEAS: (All members of the class should share their BEFORE- AND 
DURING-READING THINKING STRATEGIES. Use the space below to write down any new 
ideas that come out of the discussion.) 



READ ACTIVELY AND FOR COMPREHENSION: Now find and read to yourself the 
MSDS form you have chosen and answer the questions, reproduced below, in the space 
provided. As you read the material and answer these questions, be aware of the DURING- 
READING THINKING STRATEGIES you are using to monitor your understanding of the 
material and your answers to the questions. 

3. Now let's answer the questions contained in the MEMO: 

A. From the MSDS form for the product that you choose, what is the name and 
address of the company that produces this product? 
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B. 



From the MSDS form for the product that you choose, what is the telephone 
number to call in the event you want more information? 



C. From the MSDS form for the product that you choose, what would you do if that 
product splashed into the eye of a co-worker? 



D. From the MSDS form for the product that you choose, what would you do if that 
product spilled all over the floor? 



E. From the MSDS form for the product that you choose, what kind of fire 
extinguisher would you use to put out a fire involving this product. 



THINKING ABOUT READING AND THINKING: Before discussing your answers to the 
MSDS questions, let's become aware of what you did as you read the material and answered the 
questions. Answer the following questions as carefully and completely as you can so we can 
have a lively discussion of the reading and thinking strategies that you used. 

4. In question 1, you were asked to list the BEFORE-READING THINKING 
STRATEGIES you would use to read the MSDS form. Did the strategies you picked to 
read this form help you to understand the form? Support your answers by listing your 
reasons for your answer. 
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5. In question 2, you were asked to list the DURING-READING THINKING 
STRATEGIES you would use while reading the MSDS form. Did the strategies that 
you used while reading the document help you understand the form and answer the 
questions that were asked? Support your answers by listing your reasons for your 
answers. 



6. Did any new DURING-READING THINKING STRATEGIES come to mind as you 
read this material and answered the questions? List some of your new ideas. 



DISCUSS YOUR IDEAS: (Discuss as a class how your strategies actually worked. Use the 
space below to write any new ideas from the class discussion.) 



FROM PROCESS TO COP^NT: 

Questions 4, 5, and 6 are the process questions to get you aware of what your mind does as it 
reads material and answers questions. As stated before, this thinking process is an important 
leaming-to-leam skill that you can use at any time, not just the classroom. 

Since the process questions are now out of the way, we can discuss the answers to the questions 
asked in the memo that started this TASK. Please return to question 4 and discuss your answers 
to the questions presented there. 



DISCUSS YOUR IDEAS: (Discuss your answers to the questions posed in the memo with the 
rest of the class. Be prepared to give the place within your MSDS form that suppons your 
answers.) 
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PERFORMING WORK: 
TASK #08 



READ ACTIVELY: 



MEMO 



TO: ALL EMPLOYEES 
FROM: ENGINEERING 
DATE: APRIL 10, 199 



RE: The Maintenance Request Form 



Attached is the Maintenance Request Form WMC currently 
uses and the explanation for its use. Please review the 
form and read the explanation so that you will understand 
its purpose and be able to fill one out properly. 



Before looking in your LEARNER'S RESOURCE MANUAL for the Maintenance Request Form 
and its explanation, THINK. 

THINK BEFORE YOU READ: 



1. State as clearly as possible the reasons that you will be reading the Maintenance Request 
Form and its Explanation. 



2. What do you already know about Maintenance Request Forms? 



3. What DURING-READING THINKING STRATEGIES will you use as you read the 
explanation and the Maintenance Request Forml 
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DISCUSS YOUR IDEAS: (Before going on to the next part of this TASK, discuss your answers 
and ideas to questions 1 through 3 with the class. Use the space below for your notes from the 
class discussion,) 



READ ACTIVELY: Now find and read the Maintenance Request Form and its explanation in 
your LEARNER'S RESOURCE MANUAL and answer the questions below. 



THINKING ABOUT READING AND THINKING: 

4. Based on the Maintenance Request Form's explanation, do you understand what each line 
and block on the Maintenance Request Form is used for? Explain and suppon your 
answer with specific details. 



5, If you need more information about filling out this form, state the information you need 
to know? Give the reasons for your conclusion that you need the information. 



DISCUSS YOUR IDEAS: (Share your ideas on questions 4 and 5 with the class, before 
continuing with the exercises.) 



READ ACTIVELY: Next are examples of completed Maintenance Request Forms, Read each 
of these, one at a time, and evaluate them for effectiveness. Be sure you give the reasons for 
the decision you make about each form's effectiveness. 
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APPLYING READING SKILLS: 



6. 
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DATE REQD, / / 


DEPT. •niWi^ 
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H S L 
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REASONS: 



THINKING ABOUT PROCESS: 

Before you discuss your responses to the situations in questions 6 through 9 as a class, think 
about the thinking process you used to answer those questions by answering the following 2 
questions. 
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THINKING ABOUT READING AFTER FILLING OUT FORMS: 



10. Did your experience in evaluating written responses on the Maintenance Request Form 
help you to better UNDERSTAND the blank form? Be prepared to support your ideas. 



11. Does your answer to question 10 above support the idea that the more you know about 
a subject while you read, the better you will UNDERSTAND it? Give the reasons for 
your answer. 



DISCUSS YOUR IDEAS: (Share your ideas about previous knowledge and reading with the 
class before continuing with the exercise,) 



FROM PROCESS TO CONTENT: (Your facilitator will lead you in a class discussion of your 
responses to questions 6 through 9. Use the space below for important points that come out of 
the discussion.) 
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BUILDING YOUR THINKING SKILLS: 

12. Did this TASK inspire you to add more items to your list of DURING-READING 
THINKING STRATEGIES? List reasons to support the addition of new items. 



DISCUSS YOLTl IDEAS: (Share your ideas with the class.) 
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PERFORMING WORK: 
TASK # 09 

BRAINSTORMING: 

1. Your facilitator will guide you in a brainstorming session, the purpose of which is to 
develop as many DURING-READING THINKING STRATEGIES AS POSSIBLE. 



ANALYZING: 

2. After the list has been developed, your facilitator will guide you in analyzing each entry 
on the list. The analysis should determine (1) whether the entry should be included in 
a final list, (2) suggestions for rewording if necessary, and (3) a short description of how 
the strategy can be used. You should be able to support each decision in each of these 
three categories. 



DISCOVERING RELATIONSHIPS: 

3. Your facilitator will divide the class into groups. Each group is to take the list of 
BEFORE-READING THINKING STRATEGIES compiled in TASK 05 and the list 
of DURING-READING THINKING STRATEGIES compiled in answer to this 
question and put them into a chart. Try to have the chart show the relationship, if any, 
between the BEFORE- and DURING-READING STRATEGIES. 
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DISCUSS YOUR IDEAS: (Each group will present its chart to the rest of the class, explaining 
and support the relationships between BEFORE- and DUTUNG-READING THINKES'G 
STRATEGIES it discovered and how its chart shows those relationships. 



DISCOVERING MORE RELATIONSHIPS: 

4. Is there a relationship between the strategies you listed in the class's DURING- 
READING THINKING chart and the strategies you might use while you perform a 
physical task like cleaning a room, fixing a car, or preparing a meal. List the reasons for 
your answer. 



DISCUSS YOUR IDEAS: (Discuss as a class the connection, if any, between thinking during 
reading and thinking during performing a physical task. Use the space below for noting any new 
ideas from the class discussion.) 
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PERFORMING WORK: 
TASK # 10 



READ ACTIVELY: 

You have been concentrating on, among other things, BEFORE-READING and DURING- 
READING THINKING STRATEGIES. In the next few TASKS, you will use your BEFORE- 
READING and DURING-READING THINKING STRATEGIES, but will focus on 
developing AFTER-READING THINKING STRATEGIES. 



FINDING OUT WHAT WE ALREADY KNOW: 

1 . First of all, are there any AFTER-READING THINKING STRATEGIES at all? Isn't 
reading finished once you have prepared for reading and actually monitored your 
reading? 



2. Even if you decided there aren't any AFTER-READING THINKING STRATEGIES, 
list some of the things you can do after you have read to make sure you UNDERSTAND 
the material, or followed the directions given in the reading material. 



DISCUSS YOUR IDEAS: (Discuss as a class your ideas about any AFTER-READING 
THINKING STRATEGIES that can be used.) 
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READ ACTIVELY: The assignment is for you to read the material in the LEARNER'S 
RESOURCE MANUAL entitled "Career Review & Development" together with the "Tuition 
Reimbursement Supplement" and answer questions 3 through 7 below. The purpose for reading 
this document is to give you more information on career development. Your facilitator will 
divide the class into groups. Each group will perform the following: 

(1) The group will discuss and list appropriate BEFORE-READING THINKING 
STRATEGIES for the group members to use. 

(2) The members of the group will read the material aloud but instead of doing 
the questioning, clarifying, sunmiarizing and predicting activities, the group will 
use DURING-THINKING READING STRATEGIES to monitor the reading, 

3) After the material has been read, determine the AFTER-READING 
THINKING STRATEGIES you will use and answer the questions below. 



QUESTIONS: 

3. What do you notice about the way the pages look? How is it visually organized? 



4. List the three factors that are considered by department heads/DPSs in recommending 
merit pay increases. 



5. Underline the sections of the "Career Review & Development" materials that explain the 
difference between a transfer and a promotion. 
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Can an employee make a request for his or her own promotion? Give the name of the 
document and the document's section that supports your answer. Be specific. 



7. Explain WMC'S college fees repayment plan for full-time employees. 



THINKING ABOUT THE READING AND THINKING PROCESS: 

Before discussing the answers to the above questions, let's talk about each group's use of the 
BEFORE-, DURING-, and AFTER-READING THINKING STRATEGIES. 

8. Each group will present to the rest of the class the BEFORE-, DURING-, and AFTER- 
READING THINKING STRATEGIES it used and will evaluate how successful the 
strategies were, giving specific examples when appropriate. 



9. Did any other AFTER-READING THINKING STRATEGIES come to mind as you 
discussed question 8? 



FROM PROCESS TO CONTENT: 

Your facilitator will lead you in a class discussion of your responses to questions 3 through 7. 
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PERFORMING WORK: 
TASK # 11 



PRELIMINARY CONSIDERATIONS: 

The major assignment in this TASK is to fill out the May, 199X, Housekeeping Supplies and 
Inventory form based on the April's closing figures and May's consumption and ordering 
information. But as usual, a series of preliminary questions will be asked and a series of 
preliminary activities will be completed before you fill out the form. 

The furst thing to understand is that all the reading in the workplace is not just written reports 
and memos. In addition to the written memos and reports, much information in the workplace 
is conveyed by charts, graphs, and complex forms. The Housekeeping department generally has 
a form to keep track of inventory and supplies and to help determine the amount of supplies to 
order. Before reading such a form, let's do some thinking. 



TRANSFERRING YOUR THINKING SKILLS: 

1 . How do you think you might use the BEFORE- and DURING-READING THINKE>fG 
STRATEGIES you developed to read written material to help you "read" forms, charts, 
and graphs? 



DISCUSS YOUR IDEAS: (This question starts you thinking about the relationship of reading 
written material and reading charts. Discuss as a class your ideas about this relationship. Use 
the space below for your notes from the class discussion.) 



READING ACTIVELY: Another preliminary activity you will do before completing the May, 
I99X report is to read, analyze, and comprehend the March and April, 199X, Inventory and 
Supply forms. Your facilitator will divide the class into groups and ch group will perform the 
following tasks: 
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(1) Find, in the LEARNER'S RESOURCE MANUAL, the Housekeeping Supplies and 
Inventory forms for March and April, 199X. 

(2) List the appropriate BEFORE- and DURING-READING THINKING 
STRATEGIES you think appropriate and then use these strategies as the group "reads" 
the March and April reports. 

(3) After the material has been read, determine and use the appropriate AFTER- 
READING. THINKING STRATEGIES to answer the questions below. 

QUESTIONS: 

2. What does 'Max Par' and 'Min Par* mean and how do you think the figures in these 
coJunms are determined? 



3. What information from the columns of the March report were used to prepare the April 
report and in which columns in the April report did the information go? 



4. The figures for the "End Inventory" column in April is determined by a physical 
inventory inspection. The figures in the amount purchased for the month come from the 
purchasing department. What three columns in the April repon were recalculated? 



5. Explain how the three columns mentioned in your answer to question 4 above are 
calculated on the April report? 
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6. 



Does your group have any questions about the forms or how they are used? 



THINKING ABOUT THE READING AND THINKING PROCESS: 

Before discussing the answers to the above questions, let's talk about each group's use of 
BEFORE-, DURING-, and AFTER-READING THINKING STRATEGIES 

7. Each group will present to the rest of the class the BEFORE-, DURING-, and AFTER- 
REAvDING THINKING STRATEGIES it used and will evaluate how successful the 
strategies were, giving specific examples when appropriate. 



8. Did any other AFTER-READING THINKING STRATEGIES come to mind as you 
discussed question 7? 



FROM PROCESS TO CONTENT: 

Your facilitator will lead you in a class discussion of yo'w responses to questions 2 through 6. 
(Use the space below for notes you want to take from the discussion.) 
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FILL OLT THE MAY REPORT: 



You finally get a chance to complete the May, 199X form. Go back to your group and complete 
the report using the blank form on the next page and the information given below. Each group 
should develop some problem-solving strategies or a list of the steps the group will take to 
complete this form. In other words, use your problem-solving skills and discuss as a group how 
the group should attack the problem. 



PURCHASED 



END INVENTORY 



2045 Facial Tissue: White 
2054 Toilet Tissue: White 
2058 Toilet Tissue: Beige 
3165 Hand Soap 



08 cases 
11 cases 
02 cases 
75 cases 
55 cases 
15 each 



11 cases 

12 cases 
08 cases 
180 cases 
49 cases 
16 each 



5913 Waste Basket Liner: small 
7059 Mop Heads 



8517 Laundry Destainer 
9100 Vacuum Cleaner Belt 



30 containers 
04 each 



27 containers 
09 each 
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THINKING ABOUT PERFORMING: 



9, What did you do to monitor your performance so that you followed your problem-solving 
strategies and completed the assignment as accurately as possible? Be as detailed and 
specific as possible. 



DISCUSS YOUR IDEAS: (Use the space below to note ideas that come form the discussion.) 



THINKING LIKE A FACILITATOR: 

10. Each group will have an opportunity to explain to the rest of the class how tiiey 
completed one of the items on the list, including where they got all their information, all 
the math, and all their final figures. Each member of the group should contribute to the 
presentation. 
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PERFORMING WORK: 
TASK # 12 

You have received the following memo: 



MEMO 

TO: Harriet 
FROM: Lisa ' 
DATE: May 14, 19 9 _ 

Alice, the assistant housekeeper, will be on maternity 
leave starting June 1, 199_. You have been designated to 
dispense cleaning ingredients for all room attendants 
while Alice is on leave. 

She will meet with you on May 21, 199_ to show you 
how to work with the following cleaning products: 

SaniMaster III 
Fiber Fresh 
Wall Guide 

Please be familiar with the MSDS reports on these 
products prior to the meeting on May 21st. 



In this TASK, you will prepare for the May 21st meeting on these cleaning products by helping 
your group prepare for and deliver a presentation on the MSDS report for one of these cleaning 
products. (Each group will be responsible for a different product.) The pres»^ntation should give 
as much information from the MSDS form as possible about the safe use of the assigned 
chemical solution. 

But as usual, there are some matters to think about and discuss before actually doing the 
Assigned TASK. 

LOCATING INFORMATION: 

1 . Where can you fmd MSDS reports in your particular departments? 
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2. 



Where will you find the MSDS reports for these products in this class? 



DISCUSS YOUR IDEAS: (Discuss these questions with the class. Use the space below for 
notes from the class discussion.) 



Since you have already had the opportunity to study MSDS reports in TASK 07, you will not 
be specifically asked about the BEFORE- AND DURING-READING THINKING 
STRATEGIES you intend to use. Refer back to TASK 07, questions 1, 2, 3, 4, and 5 for a 
refresher on these STRATEGIES. Questions will be asked, however, on your choice and use 
of AFTER-READING THINKING STRATEGIES. 

3. What AFTER-READING THINKING STRATEGIES will you use to prepare for your 
presentation and how will you use these STRATEGIES? 



DISCUSS YOUR IDEAS: (Discuss this question with the class. Note in the space below any 
new ideas that come from the discussion.) 
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PREPARE YOUR PRESENTATION: 

Your facilitator will divide the class into groups and assign the product on which your group will 
make its presentation. As each group prepares for its presentation, all group members should 
be aware of the effectiveness of the AFTER-READING THINKING STRATEGIES that were 
used. After each group has completed its preparation but before the actual presentation, it should 
ansv/er the following questions: 

4. Explain in detail how you actually used AFTER-READING THINKING 
STRATEGIES to complete your preparation for the presentation. 



5. Evaluate whether these strategies were effective. 



DISCUSS YOUR IDEAS: (Discuss the last vwo questions with the class. Note any new ideas 
that came from the discussion in the space below.) 



MAKE YOUR PRESENTATION: 

Each group will now give its presentation on its assigned product. 

EVALUATE THE PRESENTATIONS: After all the presentations are completed, the class will 
evaluate each group's presentation as to the content only, not on presentation skills. In other 
words, was sufficient information presented in an orderly manner so that everyone could 
understand it? 
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PERFORMING WORK: 
TASK # 13 

BRAINSTORMING: 

1. Your facilitator ^ide you in a brainstorming session, the purpose of which is to develop 
as many AFTER-READING THINKING STRATEGIES as possible. 



ANALYZING: 

2. After the list has been developed, your facilitator will guide you in analyzing each entry 
on the list. The analysis should determine (1) whether the entry should be included in 
a final list, (2) suggestions for rewording if necessary, and (3) a short description of how 
the strategy can be used. You should be able to support each decision in each of these 
three categories. 



DISCOVERING RELATIONSHIPS: 

3. Your facilitator will divide the class into groups. Each group is to take the chart of 
BEFORE- and DURING-READING THINKING STRATEGIES compiled in TASK 
09 and the list of AFTER-READING THINKING STRATEGIES compiled in answer 
to question 2 above and put them into a chart. Try to have the chart show the 
relationship, if any, between the BEFORE-, DURING-, and AFTER-READING 
THINKING STRATEGIES. 



DISCUSS YOUR IDEAS: (Each group will present its chart to the rest of the class, explaining 
and support the relationships between BEFORE-, DURING-, and AFTER- READING 
THINKING STRATEGIES it discovered and how its chart shows those relationships. 
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PERFORMING WORK: 
TASK # 14 

READ ACTIVELY: 

So far in this course, we have concentrated on reading to help us perform work. In this exercise, 
we will concentrate on the listening skills that will help us perform our work. The facilitator will 
act as a person making a request and read to you various requests. But before we start, let's 
think. 



TREKKING ABOUT LISTENING: 

1. How does listening differ from reading? 



2. What are the skills you learned in reading that can be used in a listening situation? 



3. What are the skills used in reading that you cannot use in a listening situation? 



4. List some new skills that are used only in listening. 
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5. 



Collect here all the listening skills that you can think of. 



DISCUSS YOUR IDEAS: (Discuss as a class your ideas about the five questions above. Note 
any new ideas that arise in the discussion in the space provided below.) 



LISTEN ACTIVELY: 

Your facilitator will read to you, one at a time, some of the oral requests or instructions that are 
made in various departments. For the first two activities, the facilitator will read a request or 
instruction and then ask members of the class to orally (I) summarize what was said, (2) 
respond to the person making the request, and (3) determine what to do to meet the request or 
instruction. (The space provided is for notes you might want to take.) 

6. 



7. 
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For the next three activities, the facilitator will telephone to the classroom and relay a request 
to a designated" participant. The participant who takes the request will then convey that request 
to the rest of the participants. All the participants will then write their summary, response, and 
action plan in the space provided below. 

8. Summarize the request: 



What will you respond to the requestor? 



What will you do? 



9. Summarize the request: 



What will you respond to the requestor? 
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What* will you do? 



10. Summarize the request: 



What will you respond to the requestor? 



What will you do? 



DISCUSS YOUR IDEAS: (Now discuss your responses to questions 8 through 10 as a class.) 
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THINKING ABOUT LISTENING AND SOLVING PROBLEMS: 

11. List some of the skills you used to listen to the requests. 



12. List some of the skills you used to respond to the people making requests. 



13. List some of the skills you used to solve the problems. 



DISCUSS YOL^ IDEAS: (Discuss your answers to the last three questions with the class and 
develop three charts: (1) A Listening Skills Chart, (2) A Responding-to-Requests Skills Chan, 
and (3) A Solving-Requests Chart.) 



THINK LIKE A FACILITATOR: 

14. Develop at least one depanmental request for presentation to the class, asking for the 
class' response and the action they propose to be taken. 
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PERFORMING WORK: 
TASK # 15 



In this TASK, you will continue to transfer the SKILLS and STRATEGIES /ju 
discovered tc help y^u read better to help you to listen and perform better. 
In addition, you will use some of those same skills to help you to learn better. 

LISTENING. WATCHING, DOING, READING, AND LEARNING: 

The situation in this TASK is learning how to safely and effectively operate 
a fire extinguisher. You will see a slide show on the subject, -^ee a 
demonstration, read the instructions, and operate a fire extinguisher. And, 
as always, you wi.l THINK about ar.d EVALUATE your experience. 

LISTENING AND WATCHING: 

1. The Rouss Fire Company will shc-w a slide show of the proper operation 
of a fire extingijisher. Listen carefully and take notes that will assisr 
you in operating a fire exringaisher safely and effectively. 



The Rouss Fire Company will demonstra::e zhe use of a fire exting^uisher. 
Watch carefully and take notes that will assist you in operating a fire 
extinguisher safely and effectively. 



2A. NJote any differences cetween what y hear-j -.;ur.n= the sliie shew =^>^■^ 
what you noticed whi.e wat-riung tne aerricnstr a*: : ' n about the 3per=itir-n 
of the fire extinguisher. 
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DOING: 

3. After zhe opportunity you had to actually operate the fire 
ext ingijlsher, write, in your own words, the steps you used to operate 
the fire exting-jisher. These steps should be based cn yciir personal 
experienced with the operation of the exting\usher. 



3A. Note any differences between what you heca\16uring the slide show, what 
you observed while watcning tne demcnstr "ion, and what you .earned 
with ycu.^ hands on' experience about "he operation of a fire 
exting^aisher. 



4. Read the instructions for fire extinguisher z^evr^tizr: that are c: 
in ycur Learner's Resource Manual. 



Analyze the effe : t iveness of tne written opera^in.^ mstru icr s In Jght 
: f what yz■^ heard j^uring the slide show, wnar ycu ::ct:ceJ d-iri:-.g the 
:iemc.'.stra"::n, ani what yr^u leca^ned frcD icerriting the ejct ir.er-iisr.e.- 
yourself. 
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LEARNING: 

5. Based on your personal experience with listening, watching, doing, and 
reading, about operating a fire extinguisher, what was the most 
effective way for you to learn how to use the fire extinguisher*? 
Support your conclusicn with the specific facts. 



6. When you are pi^esented with a learning situation in which just one 
training methodclecture, demonstration, re '.'ang, or performing) is used, 
what can you do to get the most from the 1-: \rning situation? 
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PERFORMING WORK: 
TASK # 16 



READ ACTIVELY: 

This activity is the first in a series that explores reading, thinking, and problem-solving from 
a different perspective. Up to this point, you have participated in activities that helped you 
develop your individual reading, thinking and problem-solving skills to help you perform your 
own work better. These next activities will help you to use these skills to suggest changes to 
the workplace material itself so that your work area and/or department can work more efficiently 
and cooperatively. 

Reading, and thinking, and problem solving from this new point of view is called HIGH- 
PERFORMANCE THINKING. As used in this course, the term HIGH PERFORMANCE 
in the workplace means a system of management which allows all employees to take more 
responsibility for their work and encourages employees to make suggestions for changing work 
routines so that the whole organization provides the highest quality service as efficiently as 
possible. 

So a HIGH-PERFORMANCE employee not only tries to improve his or her individual 
performance according to the systems already in place, but also looks at the system itself to 
suggest changes and modifications. 

This TASK and the next explore some preliminary steps to HIGH-PERFORMANCE 
THINKING. This TASK helps you make the connection between reading skills and 
performance skills; TASK 17 starts you thinking about your work from an organization-wide 
perspective. 



BRAINSTORMING CONNECTIONS: 



1. This TASK will explore the relationship between the classes BEFORE-, DURING-, and 
AFTER-READING THINKING STRATEGIES chart developed in TASK 13 and the 
strategies you might use while you perform a physical task like cleaning a room, fixing 
a car, or preparing a meal. Using the BEFORE-, DURING-, AND AFTER- READING 
THINKING STRATEGIES you developed in the chart for TASK 13, your facilitator 
will conduct a brainstorming session in which you and your classmates will explore ways 
in which those READING STRATEGIES can be used as BEFORE-, DURING-, AND 
AFTER- PERFORMANCE THINKING STRATEGIES. 
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Don't forget, we are not talking about HIGH PERFORMANCE yet. This exercise is 
asking whether you can use the reading strategies you have developed previously to help 
you perform your individual work better. This activity is similar to TASK 14 where you 
were asked to make connections between reading and listening skills and to TASK 15 
where you explored the connections between listening, watching, doing, reading and 
learning. The purpose of this brain-storming session is to develop as many ideas possible 
- don't overlook the fact that you should work for quantity of ideas at this point. Use 
the space below to write down the complete list of the possible reading-to-performance 
connections.' 



ANALYZING AND ORGANIZING CONNECTIONS: 

2, Your facilitator will divide you into three groups. One group is only responsible for 
BEFORE-PERFORMANCE THINKING STRATEGIES, another only responsible for 
DURING-PERFORMANCE THINKING STRATEGIES, and the third group only 
responsible for AFTER-PERFORMANCE THINKING STRATEGIES. Each group 
is to review and analyze the brainstormed list of reading-to-performance connections 
from question 1, above, and determine which are applicable to its assigned strategy. 

Using the applicable portions of the brainstormed list as a staning point, each group will 
(1) discuss whether to add to, modify, and/or delete any performance strategies and (2) 
develop as complete a chart as possible for the BEFORE-, DURING-, or AFTER- 
PERFORMANCE THINKING STRATEGIES the group was assigned. All members 
of the group should be able to support each of the performance strategies chosen and be 
able CO explain how the performance strategy works. 
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PRESENT YOUR IDEAS: Each group will present its chart of the assigned strategies to the 
rest of the class; explain why they choose the PERFORMANCE THINKING STRATEGIES 
that they did, and explain how each of the strategies would work in practice. Note your 
reactions to the presentations in the space provided below. 



3. Your facilitator will lead you in a class activity in which the whole class develops one 
big chart that incorporates the three individual BEFORE-, DURING-, AND AFTER 
PERFORMANCE THINKING STRATEGIES charts. This over-all performance chart 
should also try to show the relationships between the BEFORE-, DURING-, AND 
AFTER PERFORMANCE THINKING STRATEGIES, similar to what exercise 
developed in question 3, in TASK 13. 



ERIC 
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PERFORMING WORK: 
TASK # 17 



As indicated in the introduction to the previous TASK, this activity is another preliminary 
exercise that will prepare you for HIGH-PERFORMANCE THINKING. Here the emphasis 
will be on gaining a company-wide perspective for you an an individual and for the department 
in which you work. ■ 

BRAINSTORMING: 

Your facilitator will divide the class into groups which contain all participants from the same 
department. The panic ipants who don't have others from the same department in the class will 
work alone initially. 

1. Each group (including the "groups" of one!) will brainstorm all the functions the 
department performs. Don*t forget, work for quantity of ideas! You will have the 
opportunity to analyze and organize the functions later. 



DEVELOPING A DEPARTMENTAL FUNCTION CHART: 

2. Each group will now analyze the brainstormed list of functions its department performs 
and organize them first into a hierarchy (major function and the individual tasks that 
make up the major functions) and then into a visual representation that shows the 
connections and relationships among the organized functions and tasks. Be creative in 
developing your visual representation! 
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DISCUSS YOUR CREATIONS: Each group (or individual) will present their visual 
representation to the rest of the class and will be prepared to explain and discuss not only the 
chart but also the work of the department. Note below what you learned about a department 
other than your own from the class discussion. 



DEVELOPING AN ORGANIZATIONAL FUNCTION CHART: 

3. Now all of the groups will come together and devise a way to place the individual 
department charts together to form a chart of the whole organization. You are also 
required to include in your organizational chart those departments that are not represented 
by participants in the class. Again, be creative in developing your visual representation 
of the whole organization! 



4. Bring into the next class meeting some reading material you encounter on the job that 
presents a particular challenge and has not been read so far in this course. 



ERIC 
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PERFORMING WORK: 
TASK # 18 



READ ACTIVELY: 

Up to this point, the focus of the TASKS in this course has been to improve your individual 
READING and PERFORMANCE skills, to do you best work within the system itself. Now the 
focus of this and the following TASKS will be to have you analyze the procedures and the 
system themselves to improve the whole organization. You will be asked to reread and analyze 
some the material in the LEARNER'S RESOURCE MANUAL for the purpose of making 
suggestions for improvement. This analysis of work to improve the entire organization is called 
HIGH-PERFORMANCE THINKING. 

So let's do some HIGH-PERFORMANCE THINKING! But don't forget that an important part 
of HIGH-PERFORMANCE THINKING is that the explanations and reasons for your 
suggestions are as important as the suggestions themselves. All the work you have done up to 
this point to support answers with explanations has been training you to be HIGH- 
PERFORMANCE THINKERS. 



HIGH-PERFORMANCE THINKING STRATEGIES: 

1. In the TASKS that follow this one, you will be asked to evaluate the reading material (all 
of which you have previously read) from the point of view of how the directions or 
forms can be improved to supply better information to the person using them. In small 
groups, list some of the HIGH-PERFORMANCE strategies that you will use to perform 
this kind of thinking. 



DISCUSS YOUR IDEAS: Discuss your HIGH-PERFORMANCE THINKING STRATEGIES 
with the rest of the class. Write down in the space below the list of HIGH-PERFORMANCE 
THINKING STRATEGIES the class comes up with. 
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READ ACTIVELY: 



Your facilitator will divide the class into groups. Find in your LEARNER'S RESOURCE 
MANUAL the Maintenance Request Form and the directions. Each group should review the 
form and directions for the purpose of suggesting HIGH PERFORMANCE changes or 
modifications to the form using your HIGH-PERFORMANCE THINKING STRATEGIES 
you developed above. Then answer the following questions: 

2. In your work group, list sll the changes and modifications you would make to the form. 
State the reasons for each of the proposed changes. 

CHANGE/MODIFICATION REASON 



DISCUSS YOUR CHANGES: Each group should present its suggested changes or 
modifications to the class, the proposed new form, and the reasons for the changes. List the 
changes everyone agrees upon in the space below. 
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JOB DESCRIPTION 



JOB TITI.g2 FLOOR CREW DEPJOITMEHT : ENVIROKyglTPAL SERVICES 

Reports to: DIRECTOR. EVEirrKg MANAGER. SPPERVISOR 

>(i Job dmctiptim Is bmmd on on ovttlmtfon of tho pooftfon at tte tim tills 4Mcrl|Kfon mm yritton. Tlifs Job 
dtoeripcfon Hill dianst from tim to tim m taslcs, or«miiatl«n mrd todmolofy cfunvo. Accordinely. thm oapioftr rmmrym 
ttio ««>U«{tod right to roviM oil or «v ^ tills Job dMcrfption and tlio oooontlal functions of tKo Job and to odd or 
olfalmta oaaontlal funetlons of anf posttlon. OoslyMtlon of anr Job duty as an ■asaantlal fuvtlon* Is not fntandad as an 
asauranoa ar guarancao that an «Hpl«rao iiaa any Hibt to parfont tHo particular Job duty, watpt aa ra^rad br tfia aap4oyir« 



QUALIFICATIONS: (Physical R^quirut^nts Attached) 

1) Previous floor cr^v •xp^riMC^ pr^f^rr^d* 

2) Kust hm comfortable vorklng in all araas of the hospital. 

3) Must ba abla to vorJc vaakands and holidays. 

4) Must ba abla to voric on a larga taaa« 



TEMPERAMENT: 

Must ba abla to ttaintain a positive attitude under pressure and 
stress* 



Responsibi 1 ity Area and PerfomBnce Standards 



Pttrfonaactt Rating 
1 2 3 4 
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C.A.R.B 

• Courtesy - Consistratly courtaotts to ▼isitors, patiMtt 
aad fttlXoif Mploytt^s triiathar speaking directly or by 
telophons. RoutxnslT anticipates tho needs eZ othors and 
•••kf opportunitios to be courteous. 

•Attituao - Mannsr of dressing^ body language and Torbal 
tons cons^stontly coaauaicntos a positive, profossionsl 
and frisndly iange. Coaornlly inspires coazidence. Is 
slMsys rscoptiTo to constructxTo fesdbsek and coaching. 

• Rsspsct - Consistnntly denonstratos rospect for solf, 
the Mrk boing dono ana tho needs and foolings of 
pntisnts and follow workors. Jilways respects tho rights 
and dignity of othors. 

• Knthusiasn - Proqusntly soaks opportunities to naka 
positiva comaants and ancouraga others. Encourages 
positiTO Borale and enthusiasm aaong the WHO employee 
team. 
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Responsibi I ity Area and PerfonnrBnce Standards 



Performance Rating 
12 3 4 
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QUALITY CONTROL 

'-Will demonstrate the proper performance of all procedures 
used on a daily basis to complete assigned duties. 

--Will maintain an 85% quality rating on all room and area 
inspections. 

->Will maintain at least an average rating on all guest 
interviews* 

«*The area of responsibility is a source of pride to the 
employee and staff. 

-The housekeeper will complete all duties in his/her 
assigned area on a daily basis. 



-Employee demonstrates good time management. 



15% 



CARPET CARE ~ 

-Will vacuum all carpeted areas in his/her assigned area on 
a daily basis. 

-Will damp buff all carpeted areas in his/her assigned area 
on a monthly basis. 

-Will demonstrate the proper procedures for preventive, 
corrective, and salvage operations on carpets* 

-Will demonstrate the proper use, care, and maintenance of 
all equipment used to perform carpet care procedures. 
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Responsibi Mty Area and Perfomnance Standards 



performance Rating 
12 3 4 
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HARD SURFACE FLOOR CARE 

-EmployM will dry mop and w«t all hard surface floora, 
including stairwells on a daily basis. 

^Employee will buff/burnish all hard surface floors in 
his/her arsa on a weekly basis. 

^-Employee will demonstrate the proper use, care^ and 
maintenance of all equipment used to perform hard surface 
floor care procedures. 

-'Employee will demonstrate the proper use, applications, 
and dilution rates of all cleaning products used to perform 
hard surface floor care procedtires. 



10% 



TRAIKIKQ 

^Employee is fully cross*-trained to perform any duty under 
a housekeeper's responsibility as defined in the cleaning 
procedures. 

-^Employee is trained at least once a year in the following 
areas: 

A) Hazardous materials 

B) Right --to--know 

C) Infection control/Universal precautions 

D) Electrical/Equipment safety 

E) Isolation procedures 

F) Fire safety/Disaster drills 

G) Body mechanics 

-Employee will complete retraining every six months. 

-Employee can demonstrate proper use of all personal 
protective equipment. 
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Responsibi I ity Area and PerfomBnce Standards 



IHTgCTIOH CONTROL 

^Employee follows universal precautions during all cleaning 
procedures • 

-Employee can demonstrate the proper procedure to be 
followed when handling sharps and their disposal. 

**Eniployee can demonstrate the proper procedtire used in 
handling soiled/infectious linen. 

-Employee can demonstrate the proper procedure used in 
handling solid/infectious waste and the ;jc disposal. 

-Employee can demonstrate the proper use of all personal 
protective equipment and their applications. 



Performance Rating 
1 2 3 4 
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MOVING AND STORAGE 

-Employee can properly identify all the procedures 
pertaining to the moving of offices and furniture, bed 
storage, and Windy Hill items. 



5% 



DISASTER CLEAN-UP 

-Employee follows proper universal precautions. 

-Employee wears proper personal protective equipment during 
all flood/disaster clean-ups. 

-Employee can demonstrate the proper procedures and 
equipment used in disaster control and clean-up. 



PERFORMS OTHER RELEVANT DUTIES AS REQUIRED. 
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE . 
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JOB DESCRZSTZON 



JOB TITLE; HOUSEKEEPER DEPARTMENT: EMVIROKMENTAL SERVICEg 

Reports To: director. EVENiyg manager, BUPgRviaoR 

Cr ^* dmcriptim im bmamd on an «w«luBtf«n mf thm posftfan at tha tim tkim ciMcrfpcfon mm vrftUn. This Job 

dttcrlptftfi wUl dMnot fnan timk to tim m tasks, omanfxatfon and tadralooy dungt* Acoordfngly, th« aaploytr rmTvmt 
th9 tftlfaitad rifht to raviso all or any port of this jab dMcrlptfon and tlio osaantial fiaictians of tho Job and to add or 
oliainato osaantfal functions of any position. Pasipiation of any job duty as an ■asianfial function^ is not intandad as m 
asauranco or yuarantao that an aaployao haa any right to parforv tho particular Job duty, oxcapt as roquirod by tha aoploy«r« 



QUALIFICATIONS: (Physical RaquiremMts Attached) 

1) Pravious housakaaping azparianca in aa institutional aatting 

praf arrad. 

2) Must ba abla to vork vaakands and holidays. 

3) Must ba able to vork as part of larga taaa. 

4) Must ba comfortabla working in larga araas of a hospital. 



TEMPERAMENT: 

Must ba abla to maintain a positive attitude under pressure and 
stress. 



Responsibi 1 ity Area and Perfomiance Standards 



PerfoxsAxxce Rating 
^> 2 3 4 



D 
• 
t 

• S 

t 

N a 

• a 

t 4 
m 

M r 
t 4 
t • 

t 



M 



6 
a 
n 
a 

fi 

y r 

4 

X 

c 

d 
s 



20% 



•Courtesy - Consistently courteous to visitors, pmtients 
and fellow eaplojees whether speaking directly or by 
telephone. Routxnely anticipates the needs of others and 
seeks opportunities to be courteous. 

•Attitude - Manner of dressing, body language and Torbal 
tone consxstently coeaunicates a positive, professional 
and friendly xmage. Generally inspires confidence. Is 
always receptiTa to constructiTe feedback and coaching. 
•Respect - Consistently deeonstrates respect for self, 
^e work being done and the needs and feelings of 
patients and fellow wrkers. Always respects the rights 
and dignxty of others. 

•Enthusxasa - Frequently seeks opportunities to nake 
posltlTe comaents and encourage others. Encouragas 
posxtxTe aorala and enthusiase aaong tl 
team. 



>ng the WMC eaployee 
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P«rformanc« lUting 
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QOALITY COHTROL 

"Thm hous<]ce<p«r will demonstrate the proper performance of 
all cleaning procedures. 

-The housekeeper will demonstrate the proper use and 
application of all cleaning products* 

-The housekeeper will maintain an 85% quality rating on all 
room and area inspections. 

-The area of responsibility is a source of pride to the 
employee and staff. 

-The housekeeper will maintain at least an average rating 
on all guest interviews. 

-The housekeeper will complete all duties in his/her 
assigned area during a scheduled shift. 

-Employee demonstrates good time management. 



15% 
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PATIEHT ROOM CLEAyiHQ 

-Completes the proper method of cleaning in all patient 
rooms on a daily basis. 

-Completes the cleaning of all TLC's, galleys, soiled 
holding, clean holding, and equipment rooms on a daily 
basis. 

-Properly completes the cleaning of a patient room in 25 
minutes or less. 

-Properly completes the cleaning of a discharge room in 40 
minutes or less. 

-'Completes all detail work such as window cleaning, vents, 
ledges, and doors on a weekly basis. 

--Demonst rates the proper procedure for linen removal and 
transport. 

--Demonstrates the proper procedure for waste reooval and 
transport . % 
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Responsibi I ity Area and Perfomnance Standards 



P«rfomanc« Rating 
12 3 4 
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CLINICAL ARf A rr^E^j^n 

-D«inon«tratea th« proper clMning procedures for Mch 
individual clinical area. 

-Completes the cleaning of all assigned departments on a 
daily basis. 

-Properly completes the cleaning of all offices, ancillary 
and public areas on a daily basis. 



15% 
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TECHWICAL KNOWLEDGE 

-Employee can demonstrate the proper use, application^ and 
dilution rate of all cleaning products. 

-Employee can demonstrate the proper use and care of all 
cleaning equipment. 

-Employee can explain the proper procedures of all methods 
of cleaning and all applicable systems. 

-Employee can explain the proper procedures to be followed 
during a fire drill or any other disaster. 

-Employee is fully cross-trained to perform any duty under 
a housekeeper's responsibility as defined in the cleaning 
procedures. 

-Employee is trained at least once a year in the following 
areas: 

A) Hazardous matsrials 

B ) Right-to-know 

C) Infection control/Universal precautions 

D) Electrical/Equipment sai^ty 
£) Isolation procedures 

F) Fire safety/Disaster drills 

G) Body mechanics 
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Responsibi 1 ity Area and Performance Standards 



P^rfornanctt Rating 
12 3 4 
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INTgCTIOW CONTROL 

-*£fflployea follows universal precautions during all cleaning 
procedures • 

-Employee can demonstrate the proper procedure to be 
followed during all isolation cleaning. 

-^Employee can demonstrate the proper procedure used in 
sharps removal. 

-Employee can demonstrate the proper procedures to be 
followed when handling infectious linen. 

-Employee can demonstrate the proper procedure to the 
collection, bagging, handling, and disposal of infectious 
waste. 

-Employee can demonstrate the proper use of all personal 
protective equipment and their applications. 



PERFORMS OTHER RSLSVAHT DUTIES AS REQUIRED. 
COMPLETES REQUIRED IHSERVICS TRAINIKO ON SCHEDULE. 
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JOB DESCRIPTION 



JOB TTTLEr Trav Service Aide ^ 

Reports To: Food Se rvice Supervisor 



DEPARTMENT: Nutrition Services 



This job d««criptiaci la ba««a oa an •valuatioa of tlM position mt thm timm this daacription wma vrittsn. This 
job dsscriptioo will chsngs frca tias to tiM as tasks, orgaaixatioo and tschnology changs. Accordingly, ths 
•s^loysr rsssxvss ths unXimitsd right to rsviss all or any part of this job dsscription and ths ssssntlaX 
ftinctions of ths job and to add or slisinats ssssntial functions of any position. Designation of any job duty 
as an "ssssntial fxinction" is not intsndsd as an assurancs or guarantss that an sa^loyss has any right to 
psrfon ths particular job duty, sxcspt as rs^imd by ths soploysr. 



QUALIFICATIONS: (Physical Requirements Attached) 
High School diploma or equivalent preferred. 
Ability to follow oral and written instructions and 

es tabl ished procedures • 
On the job training. 



TEMPERAMENT: This job requires a person who is a team player and who has 
a cooperative personality, exhibits a positive attitude and communicates 
effectively with all levels of staff and patients. 
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Besponsibility Area and Perfonnanoe Standards 



Performance Rating 
1 2 3 4 
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C.A.R.B . . 

•CourtSBY - Conaiatftntly courteous to visitors, patients 
and fallow ttmploysss whsthsr speaking directly or by 
telsphontt. Routlnsly anticipatas ths naads ot others and 
seeks opportunities to be courteous. 

•Attitude - Manner of dressing, body language and verbal 
tone consistently coamunicates a positive, professional 
and friendly image. Generally inspires confidence . Is 
always receptive to constructive feedback and coaching. 
•Respect - Consistently demonstrates respect for self, 
the work being done and the needs and feelings of 
patients and fellow workers. Always respects the rights 
and dignity of others. 

•Bntbusiasa - Frequently seeks opportunities to make 
positive comments and encourage others. Encouraqes 
positive morale and enthusiasm among the WMC employee 
team. 



C EFFECTIVE 

DATE: 5-15-92 



REVISION 
DATE: 5-15-92 



REVIEW DATE: 



JDFORH 



ERIC 



20S 

Project PRO'S Reading and Reasoning: Learner's Resource Manual 



page <r 



I 



Job Titl«: Trav Service Aide 



Pag* 



I 



r 
c 
• 

n 
t 

9 



***** 
******* 
******** 
******* 
***** 
* 



Be^xunsibility Area and Perfoomanoe Standards 



P^rfonnanctt lUtind 
1 2 3 41 
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1.) PERFORMS TRAYLINE AND LATE TRAY DUTIES MAINTAINING 
ESTABLISHED DEPARTMENT POLICIES AS ASSIGNED. 

A. ) Consistently understands and follows instructions 
and assignments to perform any trayline position. 

B. ) Maintains accurate and current records on a daily 
basis (late tray records, tube feeding, food temperatures, 
4 floor supply records). 

C. ) Follows menu for regular and modified diets to 
assemble trays neatly and accurately (portion control). 

D. ) Consistently wears hair covering, gloves, clean 
uniform and practices personal hygiene. 

B.) Consistently leaves work area clean and neat. 

F. ) Operates equipment necessary to perfozrm duties as 
assigned. 

G. ) Consistently follows established procedures for 
*late trays*^. 



2.) PERFORMS TRAY PICK UP DUTIES AS ASSIGNED. 

A. ) Picks up trays in a timely manner. 

B. ) Always knocks on the patients door before entering. 

C. ) Consistently observes NPO signs' and follows 
appropriate procedures. 

D. ) Follows infection control procedures for tray 
delivery. 

S.) Follows established procedures for bringing back 
patient menus as appropriate. 

F. ) Always greets and responds to the patient in 
pleasant /kind manner. 

G. ) Consistently parks serving carts with regard to 
safety guidelines. 



3.) PERFORMS DISHROOM DUTIES AS ASSIGNED. 

A. ) When assigned, performs any of the tasks involved 
in dishwashing/cleaning operations in a timely manner 
according to department procedures. 

B. ) Follows procedures for sorting, pre-rinsing all 
utensils appropriately. 

C. ) Operates equipment necessary to perform duties as 
assigned. 

D. ) Collect, process and dispose of trash, cans, 
bottles, and similar debris and transport to disposal area 
as needed. 

E. ) Consistently leaves work area clean and neat. 

F. ) Periodically monitors temperature gauges and checks 
soaps and solutions used as needed and takes temperatures 
during meal periods. 
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Be^xxisibility Area and Perfannanoe Standards 



4.) PERFORMS NON-ROUTINE SANITATION AND CLEANING DUTIES AS 
ASSIGNED. 

A. ) Performs* cleaning aesignoente thoroughly as 
assigned. 

B. ) Checks off assignments completed on list and return 
to supervisor. 



5.) PERFORM DUTIES IN COMPLIANCE WITH SAFETY, SANITATION 
AND INFECTION CONTROL. 

A. ) Adheres to established procedures regarding safety, 
sanitation and infection control while performing assigned 
duties daily. 

B. ) Follows safety rules consistently. 

C. ) Knows and can state correct fire safety (code red) 
procedures . 

D. ) Keeps work area clean, neat and organized daily. 

E. ) Practices good personal hygiene and wears 
appropriate uniform daily. 



6.) PERFORMS POTS AND PANS AND CLEANING DUTIES AS ASSIGNED. 

A. ) Consistently scrapes, scours, ^rinses posts and 
pans, utensils or equipment. 

B. ) Washes pots and pans thoroughly leaving no signs of 
grease, food, or other residue. 

C. ) Performs assigned cleaning duties as needed. 

D. ) Consistently leaves %#ork area clean and neat. 
I.) Removes and disposes of trash as needed. 



PERFORMS 10-2-HS NOURISHMENT TUBE FEEDING DUTIES AS 
ASSIGNED. 

A. ) Consistently follow established procedures to 
prepare and deliver appropriate between meal nourishments 
and/or tube feedings as assigned or needed. 

B. ) Maintain clean sanitary equipment, utensils, and 
work area daily. 

C. ) Keep accurate records of tube feeding usage daily. 

D. ) Communicate patient comments with Dietitian as 
appropriate. 

E. ) Keep supervisor informed of work progress. 



PERFORMS SUPPLY AIDE DUTIES AS ASSIGNED. 

A. ) Stocks each galley with supplies as ordered daily 
according to established routine. 

B. ) Records accurately amount of supplies taken to the 
floors. 



g Performs Other Duties As Required 
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Performance Rating 
12 3 4 
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Re^xaisibility Area and Perfonnanoe StancSards 
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COMPLETES REQUIRED INSERVICES ON SCHEDULE 
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SRAT 8BRVICS AIDI PERCENZJIGSS 



1* C.A.R.E* 10% 

2. TrAylin^/Late Tray Outitts 20% 

3. Tray Pick-up From Floors 20% 

4. DiBhroon 20% 

Pots/Pan^/Cleaning/Trash 5% 
Disposal 

5. Sanitation/Cleaning 10% 
(non* rout ins) 

6. Safety, Sanitation, 15% 
Infection Control 

(routine) 

?• 10/2/8HS Nrsh^/TF 
8. Supply Aide 

c 



Nr8h> Aide SupdIv Aide Poty & Pang 



10% 10% 5% 

15% 20% 

5% 10% 

5% 

75% 

5% 5% 10% 

5% 5% 10% 



55% 

50% 
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Job Title: y ^r. /---!<a^ 

PlMM dback maui/ar co^pleta tte «ppropruit« physical rMfiiif—nrf zw|uir»d to pczf ox« ttim Jcb 

Vision 

Must b« cbltt to Tisually identify and discern printed vords on either typewritten pages or coaputer screeni 
Must be able to identify and differentiate colors* 
Must have depth perception within noraal ranges* 
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Hearing 

Must be able to respond to spoken words and other auditory sounds including the ringing of telephone or ^ 
beepers and aonitors* ■ 
Must be able to respond fii^i^^coaDunicate orally by telephone* 



y 



I 

to 

shoulder height). ■ 
Must be able to push and aaneuver carts/ stretchers /sp«:e s#v«r loaded with weights of /oP,S WMndM. || 



Lifting 

Must be able to bend, reach and lift patients with assistance to transport thea to stretchers /wheel chairs.) 
Heavy lifting re<iuired (over pounds occasionally and pounds repetitively fro« groind level to 



Tools and Eouippent 
Must be able to oaneuver 



(weight) (tool, describe) (length of tiae in shift) 

Must be able to handle power tools for % of an 8 hour shift* 

V Must be able to use, operate and interpret information fro« equipttcnt in work area* 

Speech 

X Must be able to verbally commicate in the English language directly and over the telephone mTmi be undersi 



I 
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Range of Motion 

Must be able to cliiab (ladders and such) and be able to reach and balance froo the ladders. 

Must be able to kneel or squat for 70^-80% of an 8 hour shift* ■ 

Must be able to walk continually for 2^3 hours* " 

X Must be able to stand for ^ hours strai^t* 

Must have mobility of all parts of the body, walking, bending, lifting, reaching above head and use of hanH. 

X Speed, ability to work at a fast pace; , > ™ 

(activity) — (measured requiretDent)* (aachinery or equifxMnt used) 
Must have manual dexterity, fine motor skills (typing, computer, etc*) 



Working Conditions 

May be required to work near or with voltages (tap to 480 volts AC)* 

May have to work in hot (over 90 degrees F) or cold (under 20 degrees F) environment* 

Must be able to work under stress* 

May work in areas where noise level exceeds db* 

Must be able to work overtime (and some employees work rotation or call schedules)* 

Must be able to work a rotating shift* 

Must be able to work »'on call*" 

Some tasks may require sitting for % of the work day* 

Must be able to deal with verbally and physically combative patients. 

X .Must be able to stand and /or mobilize by walking for % of an 8 hour shift* 
Must be able to work out of doors in varying types of weather* 
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Must be able to utilize or wear protective equipment or apparel in accordance with OSHA standards and wori||| 



within confined spaces. 




Mental Capacity ■ 
Must have otntal capacity to fulfill the requirements of the job including problem solving, logic, coonuniBt: 
and msMrical calculations* 

Must be able to read and understand written instructions in English* ^ 

Accurate recall and memory. 2 1 1 pawi 14 I 

Must bt able to use judpwnt In miking decisioms amd choicas. ^ - W t « 
Ability to analyze numbers and make basic metbemetica l calculations* 



JOB DESCRIPTION 



JOB TITLE; PAINTER DEPARTMENT: ENGINEERING ' 

Reports To: CARPENTRY / PAINTING SUPERVISOR 

This job description !• ba««d on «n •valuation of tha position at tha tiaa thia daacription waa writtan. Thia 
job daacription will changa froai tiaa to ti»a aa taaka, organisation and tacfanology charga. Accordingly, tha 
aaqployar raaarvaa tha unlimited right to raviaa all or any part of thia job daacription and tha aaaantial 
functions of tha job and to add or aliadnata aaaantial functions of any position. Daaignation of any job duty 
aa an "aaaantial f\inction" ia not intandad aa an aaauranca or guarantee that an enployee haa any right to 
perform the particular job duty, except as required by tha eaployer. 



QUALIFICATIONS: (Physical Requirements Attached) 

Shall have a high school diploma, or G^E.D. Shall have experience in 
the construction or remodeling field. Shall be knowledgeable of 
building integrity and the use of same in maintaining the hospital 
setting. Must be able to read and understand applicable codes. State 
requirements, NFPA, JCAHO, and OSHA regulations as related to the 
health care facility. 


TEMPERAMENT: 

Must have a pleasant personality even when dealing with stressful 
situations. Must be able to work well with all co-workers and the 
general public. 






Performance Rating 
1 2 3 4 
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Re^x^nsibility Area and PerloriDanoe Standards 
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20% 


C . . R . S 

•Court«Sf - Conflifltmtly courtTOUs to visitors, patients 
and fellow employees whether speaking directly or by 
telephone. Routinely anticipates the needs of others and 
seeks opportunities to be courteous. 

•Attituae «- Manner of dressing, body language and verbal 
tone consistently coonunicates a positive, professional 
and friendly image. Generally inspires confidence. Is 
always receptive to constructive feedback and coaching. 
•Respect - Consistently demonstrates respect for self, 
the work being done and the needs and feelings of 
pationts and fellow workers. Always respects the rights 
and dignity of others. 

*Bnthusiastt - Frequently seeks opportunities to make 
positive comments and encourage others. Encourages 
positive morale and enthusiasm among the WMC employee 
team. 











EFFECTIVE REVISION REVIEW DATE: 

DATE: 15 May 92 DATE: JDFORM 
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Re^xDnsibility Area and Performanoe Standards 



Performance Rating 
1 2 3 4 
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FUNCTION: 

PERFORMS A VARIETY OF DUTIES IN AND AROUND THE MEDICAL 
CENTER COMPLEX. PREPARES ROOMS/ AREAS FOR PAINTING OR WALL 
PAPER. COMPLETES PAINTING/WALL PAPERING TASKS IN A TIMELY 
MANNER SO AS NOT TO HAVE PATIENT ROOMS OUT OP SERVICE FOR 
EXTENDED PERIODS OF TIME. MAY ASSIST WITH THE INSTALLATION 
OR MAINTENANCE BUILDING SUBSYSTEMS. 



.Tny gfL^ TgP INFECTION RISK: 

AS THE PRIMARY RESPONSIBILITY OF THIS JOB ENTAILS 
WORKING IN AREAS WHERE INFECTIOUS MATERIALS ARE PRESENT, 
THE CHANCES OF THIS EMPLOYEE EXPERIENCING OCCUPATIONAL 
EXPOSURE TO BLOOD AND OTHER POTENTIALLY INFECTIOUS MATERIAL 
IS POSSIBLE. 



ERIC 



215 



Job Title: PAINTER 



Page 3 



***** 
******* 
******** 
******* 
***** 
* 



Responsibi 1 ity Area and Performance Standards 



Performance Rating 
12 3 4 



50% PREPARES ROOMS/AREAS FOR PAINTING OR WALL PAPER, COMPLETES 
PAINTING/WALL PAPERING TASKS IN TIMELY MANNER SO AS NOT TO 
HAVE PATIENT ROOMS OUT OF SERVICE FOR EXTENDED PERIODS OF 
TIME. REFINISHES WOOD WORK AS NEEDED WHERE NEEDED. 



A) Has a working knowledge of procedures, techniG[uea, 
materials, and equipment used in the maintenance and repair 
of rooms/areas/buildings. 

B) Has a working knowledge of hazards and accident 
prevention when working with mechanical equipment. 

C) Has the ability to read blueprints and schematics. Has 
the ability to follow directions. 

D) Completes preventive maintenance tasks as assigned on 
time. Maintains preventive maintenance records. Has the 
ability to use available service manuals to perform 
preventive maintenance tasks. 

E) Repairs or assists in the repair or replacement of wood 
trim, wall paper, damaged drywall, etc. Paints 
rooms/areas/buildings and/or areas on the grounds as needed 
to maintain the desired appearance of the medical center. 

F) Performs related duties and assists other trades with 
their work. 



G) Completes work orders and calls satisfactorily with 
less than a 1% call back rate. 

H) Maintains a neat and orderly work area with proper 
storage of tools and equipment. Is held accountable for 
medical center issued tools. Orders parts, completing all 
necessary paperwork. 

I) Adheres to medical policies/procedures with special 
attention to smoking, timekeeping, breaks, and dress code 
policies. 
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Re^)cnsibility Area and Perfooianoe Staixiards 



Performance Rating 
1 2 3 4 
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20% TRAINING IS AN IMPORTANT FUNCTION OF ANY JOB CATEGORY^ AND 
TO PROGRESS UP THE DEPARTMENTAL ADVANCEMENT LADDER. SOME 
TRAINING IS ALSO A REQUIREMENT OF VARIOUS REGULATORY 
AGENCIES • THEREFORE, TO MEET THE STANDARD OF THIS JOB 
DESCRIPTION THE EMPLOYEE MUST: 

A) Attend nine (9) department meetings per year* Of these 
nine meetings the following meetings are required: 

1) Annual Fire Inservice 

2) Annual Infectious Waste Training 

3) Annual Hearing Inservice and annual hearing 
evaluation 

4) Annual Lockout /Tagout Training 

5) Annual Back Inser^ce 

6) Annual Spill Prevention Training 

B) Continued on the job training and training obtained at 
local educational facilities are encouraged. Use of the 
medical center continuing education program is approved for 
job related skill enhancement. 



10% HANDLES EMERGENCY CALLS AS NEED ARISES* 

A) Responds to emergency calls from other departments, 
utilizing good judgment in coordinating repairs with person 
in charge of other departments. Will strive to courteously 
complete 11 tasks given, keeping in mind the objectives of 
this department. 

B) Utilizes good judgment when dealing with stressful 
situations involving patients, public, and other hospital 
personnel. 

C) May be subject to emergency calls during off hours. 



PERFORMS OTHER RELEVANT DUTIES AS REQUIRED. 
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE. 
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PHYSICAL JOB axfjijmnas 

Job Title: Painter ni imii—ii 8064 



PlMM ciMck aod/or coaplets thm ^ipxupriate physical reqttii wif t raquixed tp perfoza thi2 Job. 

Vision 

< Must be able to visually identify and discern printed words on either typewritten pages or cooputer screen. 
X Must be able to identify and differentiate colors. 
X Must have depth perception within noroal ranges. 

Hearing 

X Must be able to respond to spoken words and other auditory sounds including the ringing of telephone or 

beepers and iDonitors. 
X Must be able to respond and coouunicate orally by telephone. 



Lifting 

Must be able to bend, reach and lift patients with assistance to transport them to stretchers /whee Ichairs . 
Heavy lifting required (over 50 pounds occasionally and 50 pounds repetitively from ground level to 
shoulder hei^t). 

Must be able to push and maneuver carts/ stretchers/ space saver loaded with weights of 10 0 pounds. 
Tools and Equipment 

Must be able to maneuver 



(weight) (tool, describe) (length of tine in shift) 

X Must be able to handle power tools for 20 \ of an 8 hour shift. 
X Must be able to use, operate and interpret information from equipment in work area. 

Speech 

^ Must be able to verbally coBuninicate in the English language directly and over the telephone and be understood. 
Range of Motion 

Must be able to climb (ladders and such) and be able to reach and balance from the ladders. 
X Must be able to kneel or squat for 70%-80% of an 8 hour shift. 
X Must be able to walk continually for 2-3 hours. 
X Must be able to stand for 8 ..ours straight. 

X Must have mobility of all parts of the body, walking, bending, lifting, reaching above head and use of hands. 
Speed, ability to work at a fast pace: , , . 



(activity) (measured requirement) (machinery or equipment used) 
X Must have manual dexterity, fine motor skills (typing, computer, etc.) 

Working Conditions 

May be required to work near or with voltages (up to kQQ volts AC). 

^ May have to work in hot (over 90 degrees F) or cold (under 20 degrees F) environment. 
X Must be able to work under stress. 

May work in areas where noise level exceeds 85 db. 

Must be able to work overtime (and some employees work rotation or call schedules). 
X Must be able to work a rotating shift. 
Must be able to work "on call." 

X Some tasks may require sitting for ^0 % of the work day. 
^ Must be able to deal with verbally and physically combative patients. 
^ Must be able to stand and/or mobilize by walking for 70 % of an 8 hour shift. 
Must be able to work out of doors in varying types of weather. 

Must be able to utilize or wear protective equipment or apparel in accordance with OSHA standards and work 
within confined spaces. 

Mental Capacity 

Must have mental capacity to fulfill the requirements of the job including problem solving, logic, cooniunication 
and mjOMrical calculations. 

Must be able to read and understand written instructions in English. 
Q Accurate recall and Msory. 
|^RT(]] Must be able to use judgment in making decisions and choices. 2 ^ S 
Ability to analyze numbers and make basic matheaatical calculations. 
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Federal Reyster / VoL 56, No. 235 / Friday, December 6, 1991 / Rales and Regulations 641 



XL The Standard 

Cenercl Industry 

^ Part 1910 af title 29 o{ the Code of 
Federal Regulations is amended as 
follows: 

PART 1910— {AMENDED] 

Subpart Amended] 

1. The general authority citation for 
subpart Z of 29 CFR part 1910 continues 
to read as follows and a new citation for 
S 1910.1030 is added: 

Authority: Sees. 6 and 8 Occupational 
Safety and HealLh Act. 29 U.S.C ttSS. 557. 
S€cretary of Labor's Orders Not. 12-n {3« FR 
8754). 8-re (41 FK 2SOS9J. or 9-«3 { 4« FR 
3577)61. at applicable: and 29 CFR part 1911. 

Sectinn 1910.1030 also issued under 29 
lf..S.C &S3. 



2. Section 1910.1030 is added to read 
as follows: 

Sl9iai030 81 oodbome Pai»)og«is. 

(d) Scope and Application. This 
st-ction applies to all occupational 
exposure to blood or other potentially 
infectious nrtaterials as defined by 
paragraph (b) of this section. 

(b) Definitions, For purposes of this 
section, the following shall apply: 

Assistant Secretary means the 
Assistant Secretary of Labor for 
Occupational Safety and Health, or 
designated representative. 

Blood means human blood* human 
blood components; and products made 
from human blood. 

Bloodbome Pathogens means 
pathogenic microorganisms that are 
present in human blood and can cause 
disease in humans. These pathogens 
include, but are not limited to. hepatitis 
B virus (HBV) and human 
immtinodeficiency vims (HIV]. 

Clinical Laboratory means a 
workplace where diagnostic or other 
screening procedures are performed on 
blood or other potentially infectious 
materials. 

Contaminated means the presence or 
the reasonably anticipated presence o£ 
blood or other potentially infectious 
materials on an item or surface. 

Contaminated Laundry means 
Uundry which has been soiled with 
blood or other potentially infectious 
matcnals or may contain sharps. 

Contaminated Sharps means any 
contaminated object that can penetrate 
the skin including, but not limited to. 
needles, scalpels, broken glass, broken 
capillary tubes, and exposed ends of 
dental wires. 

Decontamination means the use of 
physical or chemical means to remove. 



inactivate, or destroy bloodbome 
pathogens on a surface or item to the 
point where they are no longer capable 
of transmitting infectious particles and 
the surface or item is rendered safe for 
handling, use. or disposal. 

Director me^ns the Director of the 
National Institute for Occupational 
Safety and Health. U.S. Department of 
Health and Human Services, or 
designated representative. 

Engineering Controis means controls 
(e.g.. sharps disposal containers, self- 
sheathing needles) that isolate or 
remove the bloodbome pathogens 
hazard from the workplace. 

Exposure incident means a specific 
eye. mouth, other mucous membrane, 
non-intact skin, or parenteral contact 
with blood or other potentially 
infectious matenals that restiits from the 
performance of an employee's duties. 

Handwashing Facilities means a 
facility providing an adequate supply of 
running potable water, soap and single 
use towels hot air drying machines. 

Licensed Heaithcare Professional is a 
person whose legally permitted scope of 
practice allows him or her to 
independently perform the activities 
required by paragraph (f) Hepatitis B 
Vaccination and Post-exposure 
Evaluation and Follow-up. 

f/5V means hepatitis B virus. 

f//V means human immunodeficiency 
virus. 

Occupational Exposure means 
reasonably anticipated skin. eye. 
mucous membrane, or parenteral 
contact with blood or other potentially 
infectious materials that may result from 
the performance of an employee's 
duties. — 

Other Potentially Infectious Matcnals 
means 

(1) The following human body fluids: 
semen, vaginal secretions, cerebrospinal 
fluid, synovial fluid pleural fluid, 
pericardial fluid, peritoneal fluid, 
amniotic fluid, saliva in dental 
procedures, any body fluid that is 
visibly contaminated with blood, and all 
body fluids in situations where it is 
difficult or impossible to differentiate 
between body fluids: 

(2) Any unfixed tissue or organ (other 
than intact skin] from a human (living or 
dead]; and 

(3) HIV-cofTtaining cell or tissue 
cultures, organ cultures, and HTV- or 
HBV-contaimng culture medium or other 
solutions: and blood, organs, or other 
tissues from experimental ammals 
infected with HIV or HBV. 

Parenteral means piercing mucous 
membranes or the *skin barrier through 
tuch .events as needles ticks, human 
bites, cuts, and abrasions. 
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Personal Protective Equipment is 
specialized clothing or equipment worn 
by an employee for protection against i 
hazard. General work clothes (e.g^ 
uniforms, pants, shirts or blouses] not 
intended to funaion as protection 
against a hazard are not considered to 
be personal protective equipment. B 

Production Facility means a facility | 
engaged in industrial-scale, large- 
volume or high concentration productioa 
of HIV or HBV. flj 

Regulated Waste means liquid or I 
semi-liquid blood or other potentially 
infectious matenals: contaminated items 
that would release blood or other ■ 
potentially infectious materials in a B 
liquid or semi-liquid state if compressed^ 
items that are caked with dried blood or 
other potentially infectious matenals mm 
and are capable of releasing these B 
materials during handling: contaminatecH 
sharps: and pathological and 
microbiological wastes containing bluod 
or other potentially infectious materials.] 

Research Laboratory means a 
laboratory producing or using research- 
laboratory <scale amounts of HIV or 
HBV. Research laboratories may 
produce high concentrations of HIV or 
HBV but not in the volume found in 
production facilities. 

Source Individual means any ■ 
individual living .or dead, whose blood B 
or other potentially infectious matenals " 
may be a source of occupational 
exposure to the employee. Examples wm 
include, but are not limited to. hospital B 
and clinic patients: clients in instltutionsB 
for the developmentally disabled; 
trauma victims; clients of drug and ^ 
alcohol treatment facilities: residents of B 
hospices and nursing homes: human B 
remains: and individuals who donate or 
sell blood or blood components. 

Sterilize means the use of a physical 
or chemical procedure to destroy all 
microbial life including highly resistant 
bacterial endospores. 

Universal Precautions is an approach 
to infection control. According to the 
concept of Universal Precautions, all 
human blood and certain human body 
fluids are treated as if known to be ■ 
infectious for HIV. HBV. and other B 
bloodbome pathogens. " 

Work Practice Controls means 
controls that reduce the likelihood of 
exposure by altering the manner in 
which a task is performed (e.g.. 
prohibiting recapping of needles by a 
two-handed technique). 

(c) Exposure control — (1) Exposure 
Control Plan, (i) Each employer having 
an employeefs] with occupational 
exposure as defined by paragraph (b] of 
this section shall establish a written 
Exposure Control Plan designed to 
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eiiminate or minimize employee 
exposure. 

(ii) The Exposure Control Plan shall 
contain at least the following elements: 

(A) The exposure determination 
required by paragraph{c)(2). 

(B) The schedule and method of 
implementation for paragraphs (d). 
Methods of Compliance, (e) HIV and 
HBV Research Laboratories and 
Production Facilities, (f) Hepatitis B 
Vaccination and Post-Exposure 
Evaluation and Follow-up. (g] 
Communication of Hazards to 
Employees, and (h) Recordkeeping, of 
this standard, and 

(C) The procedure for the evaluation 
of circumstances surrounding exposure 
incidents as required by paragraph 
(n(3](i] of this standard. 

(iiij Each employer shall ensure that a 
copy of the Exposure Control Plan is 
accessible to employees in accordance 
with 29 CFR 1910.20(e). 

(iv) The Exposure Control Plan shall 
be reviewed and updated at least 
armually and whenever necessary to 
reflect new or modified tasks and 
procedures which affect occupational 
exposure and to reflect new or revised 
employee positions with occupational 
exposure. 

(v) The Exposure Control Plan shall 
be made available to the Assistant 
Secretary and the Director upon request 
for examination and copying. 

(2) Exposure determination, (i) Each 
employer who has an employee(s] with 
occupational exposure as defined by 
paragraph (b) of this section shall 
prepare an exposure determination. This 
exposure determination shall contain 
the following: 

(A) A list of all job classifications in 
which all employees in those job 
classifications have occupational 
exposure: 

(B) A list of job classifications in 
which some employees have 
occupational exposure, and 

(C) A list of all tasks and procedures 
or groups of closely related task and 
procedures in which occupational 
exposure occurs and that are performed 
by employees in job classifications 
listed in accordance with the provisions 
of paragraph (c){2)(i)(B) of this standard. 

(it) This exposure determination shall 
be made without regard to the use of 
personal protective equipment. 

( d ) Methods of compliance — (1 ) 
Cenef^i — Universal precautions shall be 
observed to prevent contact with blood 
or other potentially infectious materials. 
Under circumstances in which 
differentiation between body fluid t^'pes 
is difficult or impossible, all body fluids 
shall be considered potentially 
infectious materials. 



(2) Engineering and work practice 
controls, (i) Engineering and work 
practice controls shall be used to 
eliminate or minimize employee 
exposure. Where occupational exposure 
remains after institution of these 
controls, personal protective equipment 
shall also be used. 

(ii) Engineering controls shall be 
examined and maintained or replaced 
on a regular schedule to ensure their 
effectiveness. 

O (iii) Employers shall provide 

handwashing facilities which are readily 
accessible to employees. 

© (iv) When provision of handwashing 
facilities is not feasible, the employer 
shall provide either an appropriate 
antiseptic hand cleanser in conjunction 
with clean cloth/paper towels or 
antiseptic towelettes. When antiseptic 
hand cleansers or towelettes are used, 
hands shall be washed with soap and 
running water as soon as feasible. 

© (v) Employers shall ensure that 
employees wash their hands 
immediately or as soon as feasible after 
removal of gloves or other personal 
protective equipment. 

(vi) Employers shall ensure that 
employees wash hands and any other 
skin with soap and water, or flush 
mucous membranes with water 
immediately or as soon as feasible 
following contact of such body areas 
with blood or other potentially 
infectious materials. 

(vii) Contaminated needles and other 
contaminated sharps shall not be bent 
recapped, or removed except as noted in 
paragraphs (d){2)(vii)(A) and 
(d)(2)(vii)(B) below. Shearing or 
breaking of contaminated needles is 
prohibited. 

0 (A) Contaminated needles and other 
contaminated sharps shall not be 
recapped or removed unless the 
employer can demonstrate that no 
alternative is feasible or that such 
action is required by a specific medical 
procedure. 

(B) Such recapping or needle removal 
must be accomplished through the use of 
a mechanical device or a one-handed 
technique. 

® (viii) Immediately or as soon as 
possible after use. contaminated 
reusable sharps shall be placed in 
appropriate containers until properly 
reprocessed. These containers shall be: 

(A) Puncture resistant: 

(B) Labeled or color-coded in 
accordance with this standard: 

(C) Leakproof on the sides and 
bottom: and 

(D) In accordance with the 
requirements set forth in paragraph 
(d)(4)(ii](E) for reusable sharps. 



(ix) Eating, drinking, smoking 
applying cosmetics or lip balm, and 
handling contact lenses are prohibited in 
work areas where there is i reasonable 
likelihood of occupational expoture. 
(3t^ (x) Food and dritik shall not be kept in 
refrigerators, freezers, shelves, cabinets 
or on countertops or benchtops where 
blood or other potentially infectious 
materials are present. 

(xi) All procedures involving blood or 
other potentially infectious materials 
shall be performed in such a maimer as 
to minimize splashing, sprayingr 
spattering, and generation of droplets of 
these substances. 

(xii) Mouth pipetting/suctioning of 
blood or other potentially infectious 
materials is prohibited. 

© (xiii) Specimens of blood or other 
potentially infectious materials abail be 
placed in a container which prerents 
leakage during collection, handling, 
processing, storage, transport or 
shipping. 

(A) The container for storage; 
transport, or shipping shall be labeled or 
color-coded according to paragnph 
(8](^](il ^nd closed prior to being stored, 
transported, or shipped. When a facility 
utilizes Universal Precautions in the 
handling of all specimens, the labeling/ 
color-coding of specimens is not 
necessary provided containers are 
recognizable as containing specimens. 
This exemption only applies while such 
specimens/containers remain %vithin.the 
facility. Labeling or color-coding in 
accordance with paragraph (gKl}(i) is 
required when such specimens/ 
containers leave the facility. 

(B) If outside contamination of the 
primary container occurs, the primary 
container shall be .placed withia a 
second container which prevents 
leakage during handling, processing, 
storage, transport, or shipping and is 
labeled or color-coded according to the 
requirements of this standard. 

(C) If the specimen could puncture the 
primary container, the primary container 
shall be placed within a secondary 
container which is puncture-resistant in 
addition to the above characteristics. 

© (xiv) Equipment which may bocome 
contaminated with blood or other 
potentially infectious materials shall be 
examined prior to servicing or shipping 
and shall be decontaminated as 
necessary, unless the employer can 
demonstrate that decontamination of 
such equipment or portions of soch 
equipment is not feasible. 

(A) A readily observable label In 
accordance with paragraph (gKl)(i](H] 
shall be attached to the equipment 
statitig which portions remain 
contaminated. 
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(B) The employer shall ensure that 
this information is conveyed to ail 
affected employees, the servicing 
representative, and/or the manufacturer, 
as appropriate, prior to handling, 
servicing, or shipping so that 
appropriate precautions will be taken. 

(«) (3) Personal protective-equipment— {i) 
Provision. When there is occupational 
exposure, the employer shall provide, at 
no cost to the employee, appropriate 
personal protective equipment such as. 
but not limited to. gloves, gowns, 
laboratory coats, face shields or masks 
and eye protection, and mouthpieces, 
resuscitation bags, pocket masks, or 
other ventilation devices. Personal 
protective equipment will be considered 
"appropriate" only if it does not permit 
blood or other potentially infectious 
materials to pass through to or reach the 
employee's work clothes, street clothes, 
undergarments, skin. eyes, mouth, or 
other mucous membranes under normal 
conditions of use and for the duration of 
time which the protective equipment 
will be used. 

(ii) Use. The employer shall ensure 
that the employee uses appropriate 
personal protective equipment unless 
the employer shows that the employee 
temporarily and briefly declined to use 
personal protective equipment when, 
under rare and extraordinary 
circumstances, it was the employee's 
professional judgment that in the 
specific instance its use would have 
prevented the delivery of health care or 
public safely services or would have 
posed an increased hazard to the safety 
of the worker or co-worker. When the 
employee makes this judgement, the 
circumstances shall be investigated and 
documented in order to determine 
whether changes can be instituted to 
prevent such occurences in the future. 

0 (iii) Accessibility. The employer shall 
ensure that appropriate personal 
protective equipment in the appropriate 
sizes is readily accessible at the 
worksite or is issued to employees. 
Hypoallergenic gloves, glove liners, 
powderless gloves, or other similar 
alternatives shall be readily accessible 
to those employees who are allergic to 
the gloves normally provided. 

(iv) Cleaning, Laundering, and 
Disposal. The employer shall clean, 
launder, and dispose of personal 
protective equipment required by 
paragraphs (d) and (e) of this standard, 
at no cost to the employee. 

(v) Repair and Replacement. The 
employer shall repair or replace 
personal protective equipment as 
needed to maintain its effectiveness, at 
no cost to the employee. 

(vi) If a garment(s) is penetrated by 
blood or other potentially infectious 



materials, the garment(s] shall be 
removed immediately or as soon as 
feasible. 

(vii) All personal protective 
equipment shall be removed prior to 
leaving the work area. 

(viii) When personal protective 
equipment is removed it shall be placed 
in an appropriately designated area or 
container for storage, washing, 
decontamination or disposal. 

0 {ix) Gloves. Gloves shall be worn 
when it can be reasonably anticipated 
that the employee may have hand 
contact with blood, other potentially 
infectious materials, mucous 
membranes, and non-intact skin: when 
performing vascular access procedures 
except as specified in paragraph 
(d){3)(ix)(D): and when handling or 
touching contaminated items or 
surfaces. 

[A] Disposable (single use] gloves 
such as surgical or examination gloves, 
shall be replaced as soon as practical 
when contaminated or as scon as 
feasible if they are torn, punctured, or 
when their ability to function as a 
barrier is compromised. 

(B) Disposable (single use] gloves 
shall not be washed o* decontaminated 
for re-use. 

0 (C) Utility gloves may be 
decontaminated for re-use if the 
integrity of the glove is not 
compromised. However, ihey must be 
discarded if they arc cracked, peeling, 
torn, punctured, or exhibit other signs of 
deterioration or when their ability to 
function as a barrier is compromised. 

(D) If an employer in a volunteer 
blood donation center judges that 
routine gloving for all phlebotomies is 
not necessary then the employer shall: 
[2] Periodically reevaluate this policy: 
[2] Make gloves available to all 
employees who wish to use them for 
phlebotomy; 

(J) Not discourage the use of gloves 
for phlebotomy: and 

[4] Require that gloves be used for 
phlebotomy in the following 
circumstances: 

[i] When the employee has cuts, 
scratches, or other breaks in his or her 
skin: 

(/>! When the employee judges that 
hand contamination with blood may 
occur, for example, when performing 
phlebotomy on an uncooperative source 
individual: and 

(///] When the employee is receiving 
training in phlebotomy. 
® (x) Masks. Eye Protection, and Face 
Shields. Masks in combination with eye 
protection devices, such as goggles or 
glasses with solid'side shields, orchm- 
length faceshields. shall be worn 
whenever splashes, spray, spatter, or 
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droplets of blood or other potentially 
infectious materials may be generated 
and eye. nose, or mouth contamination^ 
can be reasonably anticipated. I 

0 (xi) Gowns. Aprons, and Other | 
Protective Body Clothing. Appropriate 
protective clothing such as. but not 
limited to. gowns, aprons, lab coats. B 
clinic jackets, or similar outer garments! 
shall be worn in occupational exposure 
situations. The type and characteristics 
will depend upon the task and degree oB 
exposure anticipated. I 

© (xii) Surgical caps or hoods and/or " 
shoe covers or boots shall be worn in 
instances when gross contamination caiM 
reasonably be anticipated (e.g.. I 
autopsies, orthopaedic surgery). ™ 

0 (4) HousGkeeping. (i) General. 

Employers shall ensure that the worksiti 
is maintained in a clean and sanitary 
condition. The employer shall determind 
and implement an appropriate written 
schedule for cleaning and method of 
decontamination based upon the 
location within the facility, type of 
surface to be cleaned, type of soil 
present, and tasks or procedures being 
performed in the area. 

(ii) All equipment and environmental 
and working surfaces shall be cleaned 
and decontaminated after contact with 
blood or other potentially infectious 
materials. 

(A] Contaminated work surfaces shall' 
be decontaminated with an appropriate 
disinfectant after completion of mm 
procedures: immediately or as soon as H 
feasible when surfaces are overtly V 
contaminated or after any spill of blood 
or other potentially infectious materials: ^ 
and at the end of the work shift if the I 
surface may have become contaminated ^ 
since the last cleaning. 

0 (B) Protective coverings, such as 
plastic wrap, aluminum foil, or 
imperviously-backed absorbent paper 
used to cover equipment and 
environmental surfaces, shall be 
removed and replaced as soon a^ 
feasible when they become overtly 
contaminated or at the end of the 
workshift if they may have become 
contaminated during the shift. 

0 (C) All bins, pails, cans, and .similar 
receptacles intended for reuse which 
have a reasonable likelihood for 
becoming contaminated with blood or 
other potentially infectious materials 
shall be inspected and decontaminated 
on a regulariy scheduled basis and 
cleaned and decontaminated 
immediately or as soon as feasible upon 
visible contamination. 

0 (D) Broken glassware which may be 
contammated shall not be picked up 
directly with the hands. It shall be 
cle<<ned up using mechanical means. 
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aixh at a brush and dust pan, tongs, or 
forceps. 
(£) Reusabit sharps that are 

contaminated with blood or other 
poremially infectious materials shall not 
be stored or processed in a manner that 
requires employees to reach by hand 
into the containers where these sharps 
have been placed. 

(iii) Regulated Waste. 

(A) Contaminated Sharps Discarding 
and Containment. [2] Contaminated 
sharps shall be discarded immediately 
or as soon as feasible in containers that 
are: 

[i] Closable: 

(//) Puncture resistant: 

(/7/1 Leak pro of on sides and bottom; 
and 

(/V) Labeled or color-coded in 
accordance with paragraph (gjUK') of 
this standard. 

[2] During use. containers for 
contaminated sharps shall be: 

(0 Easily accessible to personnel and 
located as close as is feasible to the 
immediate area where bharps are used 
or can be reasonably aniicipated to he 
found (e.g.. laundries); 

Uj] Maintained upright throughout use; 
and 

[iii] Replaced routinely and not be 
allowed to overfill. 

[3] When moving containers of 
contaminated sharps from the area of 
use. the containers shall be: 

[i] Closed immediately prior to 
removal or replacement to prevent 
spillage or protrusion of contents during 
handling, storage, transport, or shipping; 

[//I Placed in a secondary container if 
leakage is possible. The second 
container shall be: 

lA) Closable; 

[B] Constructed to contain all contents 
and prevent leakage during handling, 
storage, transport, or shipping: and 

[C] Labeled or color-coded according 
to paragraph (g)(l)(i) of this standard. 

[4] Reusable containers shall not be 
opened, emptied, or cleaned manually or 
in any other manner which would 
expose employees to the risk of 
percutaneous injury. 
© (B) Other Regulated Waste 

Containment.(i] Regulated waste shall 
be placed in containers which are: 

(;1 Closable; 

(;;] Constructed to contain all contents 
and prevent leakage of fluids during 
handling, storage, transport or shipping; 

[iii) Labeled or color-coded in 
accordance with paragraph (g)(l)(i) this 
standard; and 

(;V) Closed prior to removal to prevent 
spillage or protrusion of contents during 
handling, storage, transport, or shipping. 

[2] If outside contamination of the 
regulated waste container occurs, it 



shall be placed in a second container. 
The second container shall be: 
(0 Closable; 

[ii] Constructed to contain all contents 
and prevent leakage of fluids during 
handling, storage, transport or shipping: 

[Hi] Labeled or color-coded in 
accordance with paragraph (g)(l}(i] of 
this standard; and 

{/VJ Closed prior to removal to prevent 
spillage or protrusion of contents during 
handling, storage, transport, or shipping. 

(C) Disposal of all regulated waste 
shall be in accordance with applicable 
regulations of the United States, States 
and Territories, and pohtical 
subdivisions of States and Territories, 
(iv) Laundry. 
© [A] Contaminated laundry shall be 
handled as little as possible with a 
minimum of agitation, (i) Contaminated 
laundrj' shall be bagged or containerized 
at the location where it was used and 
siiall not be sorted or rinsed in the 
location of use. 

(2) Contaminated laundry shall be 
placed and transported in bags or 
containers labeled or color-coded in 
accordance with paragraph (g)(l)ti) of 
this standard. When a facility utilizes 
Universal Precautions in the handling of 
all soiled Uundry. alternative Idbeling or 
color'coding is sufficient if it permits all 
employees to recognize the containers 
as requiring compliance with Universal 
Precautions. 

(3) Whenever conta.Tiinated laundry is 
wet and presents a reasonable 
likelihood of soak-through of or leakage 
from the bag or container, the laundry 
shall be placed and transported in bags 
or containers which prevent soak- 
through and/or leakage of fluids to the 
exterior. 

0 (B) The employer shall ensure that 
employees who have contact with 
contaminated laundry wear protective 
gloves and other appropriate personal 
protective equipment. 

(C) When a facility ships 
contaminated laundry off-site to a 
second facility which does not utilize 
Universal Precautions in the handling of 
all laundry, the facility gen-rating the 
contaminated laundry must place such 
laundry in bags or containers which are 
labeled or coior-coded in accordance 
with paragraph (g){l){i). 

(e) HIV and H£V Research 
Laboratories and Production Facilities. 
(1) This paragraph applies to research 
laboratories and production facilities 
engaged in the culture, production, 
concentration, experimentation, and 
manipulation of HIV and HBV. It does 
not apply to clinical or diagnostic 
laboratories engaged solely in the 
analysis of blood, tissues, or organs. 



These requirements apply in addition to 
the other requirements of the standard. 

(2) Research laboratories and 
production facilities shall meet the 
following criteria: 

(i) Standard microbiological practices. 
All regulated waste shaU either be 
incinerated or decontaminated by a 
method sudi as autoclaving known to 
effectively destroy bloodbome 
pathogens. 

(ii) Special practices. 

(A) Laboratory doors shall be kept 
closed when woric involving HIV or 
HBV is in progress. 

(B) Contaminated materials that arc to 
be decontaminated at a site away from 
the work area shall be placed in a 
durable, leakproof. labeled or color- 
coded container that is closed before 
being removed from the work area. 

(C) Access to the work area shall be 
limited to authorized persons. Written 
policies and procedures shall be 
established whereby only persons who 
have been advised of the potential 
biohazard. who meet any specific entry 
requirements, and who comply with ail 
entr>' and e.xit procedures shall be 
allowed to enter the work areas and 
animal rooms. 

(D) When other potentially infectious 
materials or infected animals are 
present in the work area or containm(»nr 
module, a hazard warning sign 
incorporating the universal biohazard 
symbol shall be posted on all access * 
doors. The hazard warning sign shall 
comply with paragraph (g)(l)(ii) of fhis 
standard. 

(E) All activities involving other 
potentially infectious materials shall be 
conducted in biological safety cabinets 
or other physical-contain.ment devices 
within the containment module. No 
work with these other potentially 
infectious materials shall be conducted 
on the open bench. 

(F) Laboratory coals, gowns, smocks, 
uniforms, or other appropriate protective 
clothing shall be used in the work area 
and animal rooms. Protective clothing 
shall not be worn outside of the work 
area and shall be decontaminated 
before being laundered. 

(C) Special care shall be taken to 
avoid skin contact with other potentially 
infectious materials. Cloves shall be 
worn when handling infected animals 
and when making hand contact with 
other potenti.'!ily,infect:ous maienals is 
unavoidable. 

(M) Before di^iposal all waste from 
work areas and from animal rooms shall 
either be incinerated or decontaminated 
by a method such as autoclaving known 
to effecitively destroy bloodbome' 
pathogens. 
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(I] Vacuum lines shall be protected 
with liquid disinfectant u-aps and high- 
efficiency particulate air (HEPA) filters 
or fillers of equivalent or superior 
efficiency and which are checked 
routinely and maintained or replaced as 
necessary. 

(J) Hypodermic needles and syringes 
shall be used only for parenteral 
injection and aspiration of fluids from 
laboratory animals and diaphragm 
bottles. Only needle-locking syringes or 
disposable syringe-needle units (i.e., the 
needle is integral to the syringe) shall be 
used for the injection or aspiration of 
other potentially infectious materials. 
• Extreme caution shall be used when 
handling needles- and syringes. A needle 
shall not be bent, sheared, replaced in 
the sheath or guard, or removed from the 
syringe following use. The needle and 
syringe shall be promptly placed in a 
puncture-resistant container and 
autoclaved or decontaminated before 
reuse or disposal. 
0 (K) All spills shall be immediately 
contained and cleaned up by 
appropriate professional staff or others 
properly U'ained and equipped to work 
with potentially concentrated infectious 
materials. 

(L) A spill or accident that results in 
an exposure incident shall be 
immediately reported to the laboratory 
director or other responsible person* 

(M) A biosafety manual shall be 
prepared or adopted and periodically 
reviewed and updated at least annually 
or more often if necessary. Personnel 
shall be advised of potential hazards, 
shall be required to read instructions on 
practices and procedures, and shall be 
required to follow them. 

(iii) Containment equipment. (A) 
Certified biological safety cabinets 
(Class I. II. or III) or other appropriate 
combinations of personal protection or 
physical containment devices, such as 
special protective clothing, respirators, 
centrifuge safety cups, sealed centrifuge 
rotors, and containment caging for 
animals, shall be used for all activities 
with other potentially infectious 
materials that pose a threat of exposure 
to droplets, splashes, spills, or aerosols. 

(B) Biological safety cabinets shall be 
certified when installed, whenever they 
are moved and at least annually. 

(3) HIV and HBV research 
laboratories shall meet the following 
criteria: 

111 Each laboratory shall contain a 
facility for hand washmg and an eye 
Wash facility which is readily available 
within the work area. 

(ii) An autoclave for decontamination 
of regulated waste shall be available. 

(41 HIV and HBV production facilities 
shall meet the following critena: . 



[i] The work areas shall be separated 
from areas that are open to unrestricted 
traffic How within the building. Passage 
through two sets of doors shall be the 
basic requirement for entry into the 
work area from access corridors or other 
contiguous areas. Physical separation of 
the high-containment work area from 
access corridors or other areas or 
activities may also be provided by a 
double-doored clothes-change room 
(showers may be included), airlock, or 
other access facility that requires 
passing through two sets of doors before 
entering the work area. 

(ii) The surfaces of doors, walls, floors @ 



I 

1 



and ceihngs in the work area shall be 
water resistant so that they can be 
easily cleaned. Penetrations in these 
' surfaces shall be sealed or capable of 
being sealed to facilitate 
decontamination. 
® (iii) Each work area shall contain a 
sink for washing hands and a readily 
available eye wash facility. The sink 
shall be foot, elbow, or automatically 
operated and shall be located near the 
exit door of the work area. 

(iv) Access doors to the work area or 
containment module shall be self- 
closing. 

@ (v) An autoclave for decontamination 
of regulated waste shall be available 
within or as near as possible to the work 
area. 

(vi) A ducted exhaust-air ventilation 
system shall be provided. This system 
shall create directional airflow that 
draws air into the work area through the 
entry area. The exhaust air shall not be 
recirculated to any other area of the 
building, shall be discharged to the 
outside, and shall be dispersed away 
from occupied areas and air intakes. 
The proper direction of the airflow shall 
be verified (i.e.. into the work area). 

(5) Training Requirements. Additional 
training requirements for employees in 
HIV and HBV research laboratories and 
HIV and HBV production facilities are 
specified in paragraph (g)(2)(ix). 

(f) Hepatitis 3 vaccination and post' 
exposure evaluation and foIIow-up — {1} 
General, (i) The employer shall make 
available the hepatitis B vaccine and 
vaccination series to all employees who 
have occupational exposure, and post- 
exposure evaluation and follow-up to all 
employees who have had an exposure 
incident. 

(ii) The employer shall ensure that all 
medical evaluations and procedures 
including the hepatitis B vaccme and 
vaccination series and post-exposure 
evaluation and follow-up. including 
prophylaxis, are: 

(Al Made available at no cost to the 
employee; 



(B) Made available to the employee 
a reasonable time and place: 

(C) Performed by or under the ^ 
supervision of a licensed physician or I 
by or under the supervision of another ■ 
licensed healthcare professionak and 

(D) Provided according to 
recommendations of the U.S. Public B 
Health Service current at the time thes^ 
evaluations and procedures take place, 
except as specified by this paragraph {: 

(iii) The employer shall ensure that a 
laboratory tests are conducted by an 
accredited laboratory at no cost to the 
employee. 
(2) Hepatitis 3 Vaccination, (i 



1 



I 



Hepatitis B vaccination shall be made 
available after the employee has 
received the training required in 
paragraph (g)(2)(vii)(I) and within 10 jm 
working days of initial assignment to alfl 
employees who have occupational ll 
exposure unless the employee has 
previously received the complete ^ 
hepatitis B vaccination series, antibody ■ 
testing has revealed that the employee ifl 
immune, or the vaccine is 
contraindicated for medical reasons. 

(ii) The employer shall not make 
participation in a prescreening program 
a prerequisite for receiving hepatitis B 
vaccination. 

(iii) If the employee initially declines 
hepatitis B vaccination but at a later . 
date while still covered under the 
standard decides to accept the 
vaccination, the employer shall make 
available hepatitis B vaccination at that 
time. 

(iv) The employer shall assure that 
employees who decline to accept 
hepatitis B vaccination offered by the 
employer sign the statement in appendix 
A. 

(v) If a routine booster dose(s) of 
hepatitis B vaccine is recommended by 
the U.S. Public Health Service at a 
future date, such booster dose(s) shall 
be made available in accordance with 
section (f)(l)(ii). 

(3) Post-exposure Evaluation and 
FoIIow'Up. Following a report of an 
exposure incident, the employer shall 
make immediately available to the 
exposed employee a confidential 
medical evaluation and follow-up. 
including at least the following 
elements: 

(i) Documentation of the route(s) of 
exposure, and the circumstances under 
which the exposure incident occurred: 

(ii) Identification and documentation 
of the source individual, unless the 
employer can establish that 
identification is infeastble or prohibited 
by state or local law: 

(A) The source individuars blood , 
shall be tested as soon as feasible and 
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after consent is obtained in order to 
determine HBV and HIV infcctivity. If 
consent Is not obtained, the employer 
shall establish that legally required 
consent cannot be obtained When the 
source individual's consent is not 
required by law, tha source individual's 
blood, if available, shall be tested and 
the results documented. 

(B) When the source individual is 
already known to be infected with HBV 
or HIV. testing for the source 
individual's known HBV or HIV atatua 
need not be repeated. 

(C) Results of the source individual's 
testing shall be made available to. the 
exposed employee, and the employee 
shall be informed of applicable laws and 
regulations concerning disclosure of the 
identity and infectious status of the 
source individual. 

[in] Collection and testing of blood for 
HBV and HIV serological status; 

(A) The exposed employee's blood 
shall be collected as soon as feasible 
and tested after consent is obtained 

(B) If the employee consents to 
baseline blood collection, but does not 
give consent at that time for HIV 
serologic testing, the sample shall be 
preserved for at least 90 days. If. within 
90 days of the exposure incident, the 
employee electa to have the baseline 
sample tested, such testing shall be done 
as scon as feasible. 

(iv) Post-exposure prophylaxis, when 
medically indicated, as recommended 
by the U.S. Public Health Service: 

(v) Counseling; and 

(vi) Evaluation of reported illnesses. 

(4) Information Provided to the 
Healthcare Proftssional. (i) The 
employer shall ensure that the 
healthcare professional responsible for 
the employee's Hepatitis B vaccination 
is provided a copy of this regulation, 

(ii) The employer shall ensure that the 
healthcare professional evaluating an 
employee after an exposure incident is 
provided the following information: 

(A) A copy of this regulation; 

(B) A description of the exposed 
employee's duties as they relate to the 
exposure incident; 

(C) Documentation of the route(s) of 
exposure and circumstances under 
which exposure occurred; 

(0) Results of the source individuara 
blood testing, if available: and 

(£) All medical records relevant to the 
appropriate treatment of the employee 
including vaccination status which are 
the employer's responsibility lo 
maintain. 

(5) Healthcare Professionars Written 
Opiniotu The employer shall obtain and 
provide the employee with a copy of the 
evaluating healthcare professionals . 



written opinion within 15 days of the 
completion of the evaluation, 

[i] The healthcare profeaaionart 
written opituon for Hepatitia B 
vaccination shall be limited to whether 
Hepatitis B vaccination ia indicated for 
an employee, and if the employeelias 
received such vaccination. 

[ii] The healthcare professionars 
written opinion for post-exposure 
evaluation and foliow-up shall be 
limited to the following information: 

[A] That the employee has been 
informed of the results of the evaluation: 
and 

(B) That the employee has been told 
about any medical conditions resulting 
from exposure to blood or other 
potentially infectious materials which 
require further evaluation or treatment 
[iii] All other findings or diagnoses shall 
remain confidential and shall not be 
included in the written report 

Medical recordkeeping. Medical 
records required by this standard shall 
be maintained in accordance with 
paragraph (h)(1) of this section. 
@ (g) Communication of hazards to 
employees^ (1) Labels and signs, (i) 
Ubels. (A) Warning labels shaU be 
affixed to containers of regulated waste* 
refrigerators and freezers containing 
blood or other potentially infectioua 
material; and other containers used to 
store, transport or ship blood or other 
potentially infectious materials, except 
as provided in paragraph (g)(l)(i}(E), (F) 
and (C). 

(B) Labels required by this section 
shall include the following legend 



tX0HA2XRO 



clinical use are exempted from the 
iabeling requirements of paragraph (gj. 

(C) Individual containers of blood or 
other potentially infectioua materiala 
that are placed in a labeled container 
during storage, transport, shipment or 
disposal are exempted from the labeling 
requirement. 

(H) Labels required for contaminated 
equipment shall be in accordanca with 
this paragraph and shall also state 
which portions of the equipment remain 
contaminated. 

(I) Regulated waste that has been 
decontaminated need not be labeled or 
color-coded. 

(ii) Signs. (A) The employer shall post 
signs at the entrance to work areas 
specified in paragraph (e), HTV and HBV 
Research Laboratory and Production 
Facilities, which shall bear the foilo%ving 
legend 



BIOKAZARO 



BIOHAZARD 

(C) These labels shall be fluorescent 
orange or orange-red or predominantly 
so. with lettering or symbols in a 
contrasting color. 

(D) Labels required by affixed as 
close as feasible to the container by 
string, wire, adhesive, or other method 
that prevents their loss or uxuntentional 
removal. 

(E) Red bags or red containers may be 
substituted for labels. 

(F) Containers of blood, blood 
components, or blood products that are (Q 
labeled as to their contents and have 
been released for transfusion or other 



BIOHAZAKO 

(Name of the lofectiouf Agent) 
(Special requirements for entering the arte) 
(Name, telephone number of the Is bora Cory 
director or other rttpoiuible person.) 

(B) These signs shall be fluorescent 
orange-red or predominandy so. with 
lettering or symbols in a contrasting 

color. 

(2) Information and Training, (i) 
Employers shall ensure that all 
employees with occupational exposure 
participate in a training program which 
must be provided at no cost to the 
employee and during working hours. 

(ii) Training shall be provided as 
follows; 

(A) At the time of initial assignment to 
tasks where occupational exposure may 
take place; 

(B) Within 90'days after the effective 
date of the standard; and 

(C) At least annually thereafter. 

(iii) For employees who have received 
training on bioodbome pathogens in the 
year preceding the effective date of the 
standard, only training with respect to 
the provisions of the standard which 
were not included need be provided 

iv) Annual training for all employees 
shall be provided within one year of 
their previous training. 
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(y) Employers shall provide additional 
training when changes such as 
modification of tasks or procedures or 
institution of new tasks or procedures 
affect the employee's occupational 
exposure. The additional U'aining may 
be limited to tddresfiing the new 
exposures created, 
(g) (vi) Material appropriate in content 
and vocabulary to educational level, 
literacy, and language of employees 
shall be used. 

(vii) The training program shall 
contain at a minimum the following 
elements: 

(A) Anaccessible copy of the 
regulatory text of this standard and an 
explanation of its contents; 

(B) A general explanation of the 
epidemiology and symptoms of 
bloodbome diseases: 

(C) An explanation of the modes of 
transmission of bloodbome pathogens: 

(D) An explanation of the employers 
exposure conU'ol plan and the means by 
which the employee can obtain a copy 
of the written plan: 

(E) An explanation of the appropriate 
methods for recognizing tasks and other 
activities that may involve exposure to 
blood and other potentially infectious 
materials: 

^ (F] .An explanation of the use and 
limitations of methods that w:ll prevent 
or reduce exposure including 
appropriate engineering controls, work 
practices, and personal protective 
equipm.ent: 

(G) Information on the types, proper 
use. location, removal, handling, 
decontamination and disposal of 
personal protective equipment: 

(H) An explanation of the basis for 
selection of personal protective 
equipment: 

(I) Information on the hepatitis B 
vaccine, including information on its 
efficacy, safety, method of 
administration, the benefits of being 
vaccinated, and that the vaccine and 
vaccination will be offered free of 
charge: 

(J) Information on the appropriate 
actions to take and persons to contact in 
an emergency involving blood or other 
potentially infectious materials: 

(K) An explanation of the procedure 
to follow if an exposure incident occurs, 
including the method of reporting the 
incident and the medical follow-up that 
will be made available: 

(L) Inform? on the post-exposure 

evaluation - .:ow-up that the 
employer . :ed to provide for the 
employee ng an exposure 

incident: 

(M) An • ation of the signs and 
labels anr :oior coding required by 
paragraph (gj(l): and 



(N) An opportunity for interactive 
questions and answers with the person 
conducting the training session. 

(viii) The person conducting the 
trair.ing shall be knowledgeable in the 
subject matter covered by the elements 
contained in the training program as it 
relates to the workplace that the training 
will address. 

(ix) Additional Initial Training for 
Employees in HIV and HBV 
Laboratories and Production Facilities. 
Employees in HIV or HBV research 
laboratories and HIV or HBV production 
facilities shall receive the following 
initial training in addition to the above 
training requirements. 

(A) The employer shall assure that 
employees demonstrate proficiency in 
standard microbiological practices and 
techniques and in the practices and 
operations specific to the facility before 
being allowed to work with HIV or HBV. 

(B) The employer shall assure that 
employees have pnor experience in the 
handling of human pathogens or tissue 
cultures before working with HIV or 
HBV. 

(C) The employer shall provide a 
training program to employees who have 
no prior experience in handling human 
pathogens. Initial work activities shall 
not include the handling of infectious 
agents. A progression of work activities 
shall be assigned as techniques are 
learned and proficiency is developed. 
The employer shall assure that 
employees participate in work activities 
involving infectious agents only after 
proficiency has been remonstrated. 

(h) Recordkeeping — {ij Medical 
Records, fi) The employer shall establish 
and maintain an accuraia-xecord for 
each employee with occupational 
exposure, in accordance with 29 CFH 
1910.20. 

{ii)This record shall include: 

(A) The name and social security 
number of the employee: 

(B) A copy of the employee s hepatitis 
B vaccination status including the dates 
of all the hepatitis B vaccinations and 
any medical records relative to the 
employee s ability to receive 
vaccination as required by paragraph 

(C) A copy of all results of 
examinations, medical testing, dnd 
follow-up procedures as required by 
paragraph {f)[3): 

(D) The employer's copy of the 
healthcare professional's wntten 
opinion as required by paragraph (0(5): 
and 

(E) A copy of the information 
provided to the healthcare professional 
as required bv paragraphs (n(4)(ii)(B)(C) 
and(D). ' ' 



(iii) Confidentiality. The employer 
shall ensure that employee medical 
records required by paragraph (h)(1) -^ns; 

(A) Kept confidential: and 

(B) Arc not disclosed or reported 
without ihc employee's express writtt*n 
consent to any person within or outside 
the workplace except as required by th 
section or as may be required by law. 

(:v) The employer shall maintain the 
records required by par^igraph (h) foral 
least the duration of employment plus 3<] 
years :n accordance with Z9 CFR 
1910.20. 

(2) Train Records, fi) Tra,'i;in*» 
records shcli include the following 
Information: 
(A) The dates of the training s^.-ssinni^: 
(D) The contents or a summary of the 
training sessions: 

(C) The names and qualifications of 
persons conducting the training: and 

(D) The names and job titles of all 
persons attending the training sessions. 

(ii) Training records shall be 
maintained for 3 years from th^ date on 
which the training occurred. 

(3} Availability, (i) The employer 
shall ensure that all recorrls required to 
be maintained by this section shall be 
made available upon request to the 
Assistant Secretary and thp Direntnr for 
examination and copying. 

(ii) Employee training records 
required by this paragraph shall be 
provided upon request for examination 
and copying to cmplojees. to employee 
representatives, to the Director, and to 
the Assistant SecretHr>' in arrord;in<:e 
with 29 CFR 1910.20. 

(iii) Employee niedicul rcnnrds 
required by this paragraph shall be 
provided upon request for examination 
and copying to the sitbicct employee, to 
anyone havinj^ written conacni of the 
subject employee, to the Oircc!or. and tu 
the Assistant Secretary m .K.cordar.ce 
wiih 29 CFR 1910.20. 

(4) Transfer of Records, (i) The 
employer shall comply with \tr 
r^quirnmcnts involvin*^ irar.sfrf uf 
records sol forth tn 29 CKH I'.Mu 20<hj 

(ill If the employer cca^ics to du 
business and there is no 5uccc>^ur 
employer to rccc:vc and retain the 
records fur the prescribed pcr'.ud. '.he 
employer shall notify the Director, at 
least three months prior to thetr disposal 
and transmit them to the Director, if 
required by ths Director to do so. within 
that three month period. 

(1) Dates^l) Effective Date. The 
standard shall become effective on 
M^irch 8. 1992. 

(2) The Exposure Control Plan 
required by paragraph (c)(2) of this 
section shall be completed on or before 
May 5, 1992. 
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(3) Paragraph (g}(2) Information and 
Training and (h) Recordkeeping shall 
take e^ect on or before June 4. 1992* 

(4) Paragraphs (d)(2) Engineering and 
Work Practice Controls^. (d)(3) Personal 
Protective Equipment (d)(4) 
Housekeeping, (e) HIV and HBV 
Research Laboratories and Production 
Facilities, (f) Hepatitis B Vaccination 
and Post-Exposure Evaluation and 



Follow-up. and (g) (1) Labels and Signs, 
shall take effect July 6, 1992. 

Appmdix A to Sactioo me.l«3e— Hepttitia 
B Vaociae Dedinatioa (Maodatocy) 

I understand that due to my occupational 
txposure to blood or other pottntiaUy 
inftctious mattnais I may bt at risk of 
acquiring htpatitis B virus (HBV) infection. I 
havt baen given the opportunity to be 
vaccinated with hepatitis B vaccine, at no 
charge to myself. However. I decline hepatitis 



B vaccination at this time. I understand that 
by dedining this vaccine. I continue to be at 
risk of acquiring hepatitis B. a serious 
disease. If in the future I continue to h;:ve 
occupatiomil exposure to blood or other 
potentiaUy infectious materials and I want to 
be vaccinated with hepatitis B vaccine. I can 
receive the vaccination strips at no charge to 
me. 

IFR Doc n-zsaaa nicd 12-2-91: 8:45 um| 
aouMa cooc aie-M-4i 
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WINCHESTER MEDICAL CENTER 



POLICY CODE NO: A 55 
NA61B 



TITLE: Universal Blood and Body Fluid Precautions 



PURPOSE: To provide guidelines to prevcnt^renicrai^mucous membrane,,aad non- 
intact sldn exposures of health care workers to bloodbome y f£ogens?j, 

STATEMENT OF POLICY: 

L • . Use appropriate barrier precautions to prevent skin, eye, mucous membrane or 
parenteral contaa with blood or other potentially infectious materials. Other 
potendally infectious materials (OPIM) include the following: semen, vaginal 
secretions, cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid, 
peritoneal fluid, amniotic fluid, saliva in dental procedures, any body fluid that is 
visibly contaminated with blood and all body fluids in situations whexe it is dif5cult 
or impossible to differentiate between body fluids and any unfixed tissue or organ 
(other than intaa skin) from a himian Gi^S or dead) as well as HIV/HBV 
containing ceil or tissue culturesi, organ cultures and culture medium and blood, 
organs, or other tissues firom experimental animals infected with HIV or HB V. 



Universal precautions do not apply to feces, nasal secretions, tears, sweat, urine or 
vomitus unless they contain visible blood. Appropriate protective clothing will be 
worn when there is a potential for occupational exposure. The type and 
characteristics will depend on the task and degree of exposure anticipated; the 
clothing selcocd will form an effective barrier. The following protective barriers arc 
to be used: 

A. Gloves will be worn whenever hand contact with blood or other potentially 
infectious materials is anticipated. Gloves are required for performing all 
vascular access procedures, for contaa with non-intaa skin or mucous 
membranes and when handling or touching contaminated items or surfaces. 

B. Gloves must be changed after contaa with each patient Disposable single use 
gloves such as surgical or exam gloves must not be washed or disinfeaed for 
re-use. They will be replaced as soon as practical when contaminated, torn or 
punctured or when their ability to fixnction as a barrier is compromised. 
General purpose utility gloves used for housekeeping chores involving 
potential blood contaa and for instniment cleaning must be decontaminated 
and re-used unless punctures, tears or evidence of other deterioration is 
present 



APPR 



PROVAL EFFECTIVE REVISION 

TITLE DATE: 9/87 DATE: 10/3 1/88; 04/07/92 

resident, Winchester Medical Center 



—7 



21ii:^Chairman Infection Control Committee REVIEW DATE; 10/88; 10/89; 
^President Executive Committee 10/90; 4/91; 04/92 

_Vice President for Nursing 
_C of Anesthesia 
Z or. Laboratory 
of Surgery 

_Di -Jtor, odicty - • 

_Chairman. Safety Committee 
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Hands must be washed immediately or as soon as feasible after removal of 
gloves and ocberpersooai protective equipment Antiseptic hand cleansers 
may be used if handwashing fiunlides are not available but hands must be 
washed with soap and running water as soon as feasible. 

C. Masks in combination with eye protection devices such as goggles or glasses 
with solid side shields or chin-length &ce shields will be worn whenever 
flashes, ^ray, spatter or droplets of blood or other potentially infectious 
materials may be generated. Ifprotective eyewear is worn rather than a £u:e 
shield, the eyewear must be worn in conjunction with a &ce mask. 

D. Gowns, plasdc ^rons and other protective clothing such as, but not limited to, 
lab ooats and clinic jadcets will be worn whenever body e?qposure to blood or 
potentially infectious body fluids is anticipated. Reusable protective clothing 
will be laundered by the Medical Center. If a gannem is penetrated by blood 
or other potentially infectious material, the garment will be removed 
immediately or as soon as feasible. 

Surgical caps or hoods and/or shoe covers or boots will be worn in instances 
where gross contamination is anticipated. 

£. Needles should not be recapped, purposel> bent or broken by hand, removed 
from disposable syringes or otherwise manipulated by hand. After they are 
used, disposable sharps are placed in ptmcture-resistant containers for 
disposal. Containers are maintained in the upright position and are not to be 
overfilled Large bore reusable needles are to be placed in puncture-resistant 
comainen for transport to the reprocessing area. 

F. Ventilation devices are available in all patient rooms, in the lower cupboard as 
you enter the room, should resuscitation be necessary. They are also available 
in the code cans and other areas as needed throughout the Medical Center. 



G. Health care workers who have e^pidative lesions or weeping dermatitis should 
refrain from all direct patient care and from handling patient care equipment 

H. Pregnant health care woricers are not known to be at greater risk of contracting 
HIV infection than other health care workers who are not pregnant; however, 
if a pregnant woman develops HIV infection during pregnancy, the infant is at 
increased risk of infection from perinatal transmission. Because of this risk, 
pregnant workers should be especially familiar with and strictly adhere ^ ' 
precautions to minimize the risk of transmission. 

I. Universal precautions do not change waste management and the policy for 
disposing of infectious waste arc suted in infectious Wa«»c Management 
Policy. 

^' Annual in-service, in which Universal Precautions is included, must be 
aoeuuv^ w employees having the potential for occupational exposure to 
blood or body fluios. 



iC Conuminaicd work surfaces will be decontaminated with Sani-Master - 
Phenolic, 1 ; 10 bleach or other appropriate disinfectant after completion of 
procedures, or when overtly contaminated, with blood or potentially infectiout 
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materials. All reusable bins, pails, cans and similar receptacles which have a 
reasonable likelihood for becoming contaminated will be inspected and 
decontaminated on a regularly scheduled basis and whenever visibly 
contaminated 

L. Blood/potentially infectious body fluid spills: ^propriatc protective clothing 
must be worn which may include gloves, gowns, made, eye protection, surgical 
caps, hoods and shoe covers or boots depending upon the nature of the spilL 

1. Carpets: Notify Housekeeping. Small spills (less than 2 ounces of 

. liquid) will be cleaned with Sani-Master Phenolic, Spills greater than 2 
ounces will be cleaned with Sani-Master Phenolic followed by 
extraction. Use of bleach (1:10 ) should be used on major blood spills 
only after consultation with Hoiwkecping or Infection C^ontrol. 

2. Non-porous surfeccs (floors): Sani-Master Phenolic will be used to 
clean blood spills according to the manufacturer's instructions, 

3. Contaminated broken glassware is not picked up directly with the 
hands, A mechanical means is used. Contaminated broken glass is 
disposed of as other sharps, 

M All equipment and environmental surfaces will be decontaminated with an 
appropriate disinfectant immediately or as soon as possible after contact with 
blood or other potentially infectious materials. Any equipment likely to be 
contaminated will be examined by the user prior to servicing or shipping and 
will be decontaminated as necessary. If it is not possible to decontaminate, a 
readily observable label with biohazard symbol will uc attached, stating which 
portions remain contaminated. 



References: 

1. MMWR Supplement Recommendations for Prevention of HIV Transmission 
in Health Care Settings: August 21, 1987, Voi 36, No, 25, 

2. CDC Update: Umversai Precautions for Prevention of Transmission of HIV. 
HBV, and other bloodbome Pathogens in Health Care Settings. MMWR 
1988; 37: 77-82, 87-88, 

3. Federal Register: OSHA Standards on Bloodbome Pathogens; December 6, 
1991, Vol 56, No 235: 64089-64182. 
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WINCHESTER MIDICAL CENTER, INC, 
MAINTENANCE WORX REQUEST 



Line 


1 - 


block 1 
DATE / f 


block 
DATE REOO. 


2 


1 block 3 

Idept. • 


Line 


2 


EQPT. i 


block 
REQUESTOR 


2 





JOB LOCATION 



block 1 



JOB DESCRIPTION ; 



H S L 



C.0.# 



Ieric 
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Explanation for Maintenance Work Request Form 



Line 1, block 1: 
Line 1, block 2: 
Line 1, block 3: 
Line 2, block 1: 
Line 2, block 2: 
Line 3, block 1: 
Lines 4-12: 



The date that the work request form is filled out. 

The date by which the repair work should be completed. 

The department number of the requesting department. 

If applicable, the WMC Equipment number. 

Name of the person completing the form. 

The specific place where the maintenance is required. 

Explanation of work to be completed. 



Note: The last line of the Maintenance Work Request Form that contains "HSL and the C.0.#" 
is for use by the Engineering Department, 
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Winchester Medical Center 
Department Listing 





T^An^Ttmpnt' 

li^CpAi tUiCUt 


121105 


Medical Office 




Building 


6018 


Unit Secretary 




Training 


6025 


3 East/Medical 




Telemetry 


6032 


Orthopedics 


6035 


3 West/Surgical 




Telemetry 


6060 


Adult Psychiatry 


ol2u 


Intensive Care Unit 




Progressive Care 




Unit 


6140 


Cardiac Care Unit 


6170 


Respiratory Therapy 


6252 


Decontamination 


7181 




8052 


Nutrition Services 


8053 


Cafeteria 


8061 


Plant Maintenance 


8076 


Security 


8090 


Housekeeping 


8111 


Laundry 


8371 


Personnel 



Head Phone 

R. Groundwater 8022 

J. Borg 

P. Milbum 8392 

A. Craddock 1200 

P. Milbum 8391 

D. Frentz 8140 

A. Grim 8846 

A. Grim 8837 

A. Grim 8830 
D. Groff 8941 
P. Stebing 8017 
P. Strader 8080 

D. Koch 8110 

D. Koch 6120 
G. Price 8046 

G. Donovan 8170 

M. Fahringer 8160 

B. Carter 6135 

E. Mason 8800 
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HINCHSSTSE MKDICMi CSNTSE, INC. 
KZTSBHAL DISASTE2 FLAM/CODS ORAHGS 



I- DEFINITION 



An external disaster is deemed to exist whenever there is 
disparity between an anticipated or actual number of victims 
considering severity of injury, and the ability of staff to provid< 
safe care. 



LS7EL 



A. MULTIPLE CASUALTY (Graded Reeponae) - Requires Emergency 
Department resources beyond what is provided by routineB 
staffing. Involvement of other departments is on an 
needed" basis . 

B. LOCALIZED MASS CASUALTY - Involves mass casualties in a| 
localized area such as an explosion or plane crash, 
requiring a coordinated effort by all departments tc^ 
provide care to victims. I 

C. GBHBEALIZBD MASS CASUALTY (CoMunity Disaster) - Involves 
mass casualties in a community wide area and/or directM 
damage to Winchester Medical Center requiring assessmentBl 
and stabilization within our facility and a coordinated 
effort by all departments to provide care to victims . | 



II. AUTHORITY 
'he President' 

authority and responsibility for the disaster plan. 



The President' of Winchester Medical Center, Inc, has the absolute^ 



LEVEL A. 



The Emergency Department Physician and Charge Nurse on duty 
determine the need to activate this plan and which specific] 
ancil lary department plana should also be activated. 

LEVEL B ^ C. 



Activated by the Administrator-On-Call following consultation with 
the Emergency Department Physician and/or Charge Nurse. 

. III. MECHAMICS OE THE ALEBT 

LEVEL A. *\^/ 

(j-N^ Emergency Department, Director of Patient Services/Supervisor and 
l^the Administrator-On-Call are notified by the Charge Nurse/ 
^ -^designee. The ^ED^ Physician and Charge Nurse determine if and when 
other departments and/or additional ED staff should be called and' 
designate responsibility for that notification (Supervisor, 
Secretary, NA etc.) 
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LS7BL B. 



The Administrator-On-Call is notified by the ED Physician of the 
situation and potential number and injury severity of victims. If 
the decision is made to initiate a CODE ORANGE the following 
notification occurs. 



KD Physician- 



Decision to activate 
CODE ORANGE 4" 



■Admiixlstrator 



Plan 



ED Charge Nurse 



Nursing 
Super, 



* 



Switchboard 



DPS/ED 



Trauma 
Team 



One call to 
each level ^5S^ 
secretary who 
notifies resource 
nurse and both . 
Psych, buildings 



One ^11 to 

picu- 

Call to 

ecu & rcu 



Chief Med, Staff 
and specific 
Phys icians and 
services as 
requested 



Line VP's 

D?S/Dept . 
Heads or 
designee 




See 
individual 
dept. plans 
for 

responsibilities 



LK7KL C, 



If communications have not been disrupted, the same plan will apply 



as in LEVEL B, 
communications , 
Supervisor/Asst . 
volunteer help aj 
assignment. 



In the absence of outside and/or inside 
lers will be assigned by the Nursing 
P7 of Nursing to notify all departments. As 
4s they are to report to the COMMAND CENTER for 



17, COHMUHICATIONS AND CONTHOL 
LEVEL A. ^ 

All communication /originates in the Emergency Department. 



LEVEL B & C. 

THE ADMINISTRATIVE COMMAND CENTER IS ESTABLISHED IN THE MEDICAL 
STAFF AFFAIRS OFFICE. Ext. 3875 

NURSING AND MEDICAL COMMAND IS ESTABLISHED IN THE RADIOLOGY/ 
RESPIRATORY CLASSROOM. Ext. 6817 



ERIC 
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page 37 



I 

I 

ASSIGNMENT OF ALL CALLED IN AND/OR VOLUNTEER STAFF IS MADE FROM THE§ 
MEDICAL COMMAND CENTER. (NORSINQ, MEDICAL STAFF. VOLUNTEERS) 

NOTE: EMERGENCY DEPARTMENT PERSONNEL OHLY ■ SHOULD REPORT TO THEB 
EMERGENCY DEPARTMENT. ALL OTHER PERSONNEL REPORT -TO" 
THE MEDICAL COMMAND CENTER FOR ASSIGNMENT. 

7. GKHSHAL DSPAHTMKHT EESPOHSIBILITISS FOB PATIENT TEANSFKH 9 
OH DISCH&fiGS 



Preparation of Receiving Areas 



1 



1. All patients on the Mall Level for (^diagnoatic^ 
atudiea and/or therapy will be returned ^To theirB 
rooma as quickly as possible. Outpatients will be» 
discharged if possible or relocated to Inpatient 
areas . p 

2. The OR will send non-emergency pre-op patients back 
to the units. 

3. The ED will initiate CODE ORANGE p rotocol for triage * 
and treatment, (see separate plan). 

4. Security assists with escorting patients andp 
visitors from the Mall Level and determines the need 
to secure building access. ■ 

B. Patient Unit Responsibilities 

1. Prepare inventory of available beds and assess need J 
to call in extra staff. 

2. One secretary each from Levels 2, 4 & 5 reports to ■ 
the ED. (Temporary assignment until ED Secretaries ■ 
arrive . ) 

3. One RN/LPN from each level reports to thej 
Radiology/Respiratory Classroom for temporary 
assignment to patient receiving areas, if possible, n 

4. One each: Stretcher, wheel chair, thermometer, BP" 
cuff are brought to the Surgical Waiting Room from 
each level. m 
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VIII. SMBEGKNCY DSPASTMSHT RSSPONSIBILITISS 
Geacral Retspousibilities! 

1, Determine need to concider a CODE ORANGE alert and 
initiate the process, 

2, Prepare to accept incomins casualties, 

3, Provide triage for all incoming casualties, 

4, Provide treatment to patients triaged to the Emergency 
Department, 

5, Maintain ongoing communication with the command center 
regarding status and needs, 

S. Maintain services to non-disaster E.D, patients who 
present for treatment during the CODE ORANGE. 

Level A: 

The E.D, charge nurse/physician determine graded response 
based on number and injury severity of victims and available 
S.D. resources , 

Reeponsibility is assigned for: 

1. Care and disposition of existing E.D, patients, 

2. Notification of additional E,D, staff and D,P,S, 

3. Notification of appropriate departments and 
Administrator On Call (AOC). 

4. Triage and care of incoming -victims , 
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Elevatora shall be meuined by Ea«ineering, Volunteers and Personnel 
Department employees to ensure use only for medical purposes. No 
visitors shall be allowed on the elevators. 

ZI. SMFL07SS ASSIGMHEHTS 

The responsibilities of each hospital unit are detailed in the 
appendices. Employees are assigned by supervisors in order to 
fulfill those responsibilities in a swift and accurate manner. 

General responsibilities are as follows: 



Function 

Assigning Personnel 

Assignment of Triage, 
Observation , and 
Treatment Areas 

Availability of Supplies 



Armband & Patient No. 
Elevator Control 

Media Information 

Medical Command 

Notifying Personnel 

Transfer and Discharge 
Procedures, Patients, 
and Casualties 

Vehicle Traffic Control 

Visitor Control 



Responsible Party 
Command Center ^ 

ED Physician on Duty and 
Charge Nurse 



Materials Management, Dispatch/ 
Distribution , Process ing , 
Laundry , Lab 

ED 

Volunteers , Engineering , 
Personnel 

Public Relations 

President of the Medical Staff 

Switchboard, Department Heads, 

President, President of Medical 
Staff, Attending Physician or 
Designee 

Local Police, Security 

Security , Engineering 
Personnel 



III. RESPONSIBILITIES BY UNIT- Brief description, for complete 
description, see appropriate Appendix 



Unit 
Administration 



Function 

See "resident 



Ccimmmr^^ Hi^nter Assx^n Personnel 
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Department Heads 

Dietary - 
Refreshments and 
Meals FRN 

Emergency Department 
Nursing Personnel 

Emergency Department 
Physicians on Duty 

Environmental Services 

Laboratory 

Engineering 

Materials Management , 
Dispatch/Distribution , 
Processing 

Medical Records 

Nursing Supervisor 

Personnel 

Pharmacy 

Physicians 

President 

President of Medical 
Staff 

Public Relations 
Radiology 

Respiratory Services 
Project PRO'S Reading and Reasoning: 




Ensure appropriate personnel are notified 

If not previously assigned, report to 
Command Center 

Place disaster tags, treat victims per 
protocol 

Set up. a triage, observation and 
treatment areas; alert Trauma Team, 
treat patients 

Assist in transportation, environmental 
cleaning, etc. 

Assure availability of supplies and 
services 

1- Access control in all entrances 

2. Assure availability of utilities, 
portable as well as permanent 

3, Elevator control 

Assure availability of supplies and 
services 



Prepare patient charts 

Move to ED to assume responsibility as 
stated in plan 

Report to Medical Command Center 
STAT meds 

Report to Command Center for assignment; 
treatment of patients 

Procedures for transfer and discharge of 
patient and casualties. Coordinate with 
President of Medical Staff on medical 
needs 

1, Medical command 

2. Transfer and discharge procedures for 
patients and casualties 

Disseminate information to the media 

STAT X-Rays 

Life support, airway mgmt. monitoring 
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Security 



1, Access control in all entrances 

2. Vehicle traffic control 
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Switchboard 1- Notify peraonnel as planned or 

requested 

2 . Make announcements as requested 

Volunteer/Reception Messages, discharges, visitor and 

elevator control 

XIII. FIELD SKE7ICBS 

Field screening and triage may be performed by the ED personnel and 
physicians, if determined to be in the best interests of the 
disaster casualties by the Command Center, President of the Medical 
Center Staff (or substitute), and ED physician on duty. Otherwise, 
• triage will remain in the ED. 

The first Rescue Squad unit on the disaster scene will asses the 
disaster and keep the ED informed. The hospital Triage Team will be 
picked up after the initial assessment by another Rescue Squad unit 
dispatched to the hospital. That unit will not leave the hospital 
for the disaster scene without the Triage Team. 

The makeup of the hospital Triage Team will be coordinated at the 
time by the ED physician on duty. 

At the disaster scene, one area shall be set aside by the fi"t 
arriving Rescue Squad. That area shall be the working area for the 
hospital Triage Team. Casualties shall be brought to this area m 
an order determined by their Triage Tags. 

XI7. TSLKPHOHB NOMBEH LIST 

Children's' Hospital, Washington, DC - (202) 745-5000 

City Hospital, Baltimore, MD, Burn & Trauma, (301) 396-5859 

City Hospital, Martinabarg, WV - (304) 264-1000 

Grant Memorial Hospital. Petersburg, WV - (304) 257-1026 

Jefferson Menorial Hospital , Charles Town, WV - (304) 725-3411 

Loudoun Memorial Hospital, Leesburg, VA - (703) 777-3300 

Medical College of VA, Richmond, VA - (804) 786-9000 

Morgan County War Hosp. , Berkley Springs, WV (304) 258-1234 

Page Memorial Hospital, Luray, VA - (703) 743-4561 

PEGASUS - (800) 552-1826 

Rockingham Menorial Hosp, Harrisonburg, VA - (703) 433-4100 
Shenandoah County Mem. Hosp., Woodstock, VA (703) 459-4021 
STAR Center, Waahin«ton Hosp. Ctr. Wash., DC - (202) 877-7000 
Surgi-Center of Winchester, Winchester, VA - (703) 665-5300 
University of MD Shock Trauma Ctr., Baltimore, MD (301) 628-6294 
University of VA Trauma Ctr., Charlottesville, VA (804) 924-0211 
VA Center (Baker Center), Martizxsburg, WV - (304) 263-0811 
Warren Memorial Hospital, Front Royal, VA - (703) 636-6101 
Waahington County Hoepital, Hageretown. MD - (301) 797-2000 
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APPENDIX C 
EXTSBHAL DISASTER PLAN 
CODE ORANGE 

Dietary R#>gx>Qngibllitieg 



I. NOTIFICATION 

Notified by Command Center or Switchboard, Supervisor 
ensures that sufficient employees are on hand to perform 
the work required. 

II. GBNEEAL STATEMENT OF DUTIES 

Provide meals to 'patients, staff, visitors, volunteers, 
employees, etc., in a timely manner. 

III. SPECIFIC DUTIES 

A. Serve meals as usual. 

B. Prepare to serve additional meals and refreshments. 

C. Designate special eating areas if necessary. 

D. Commiinicate with Command Center for disaster updates. 
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APFBNDIZ F 
KZTEBMAL DISASTSB PLAH 
CODE ORANGS 



I . NOTIFICATION i 

Notified by Switchboard or Command Center. Supervisor I 
enaurea sufficient employees are on hand to perform the 
required work. (Beeper #288 or 262) | 

II. GKHKEAL STATEMENT OF DOTIES 

Prepare assigned areas for the arrival and treatment of 
patients. Evaluate space, supplies and equipment. 

III. SPECIFIC DUTIES 

A. Prepare Conference Center and Conference Rooms for the 
influx of patients, staff and employees. 

B. Move required equipment and supplies to ED and Conference 
Center. 

C. Station personnel at critical areas. 

D. Act as runners for Command Center if required. 



ERIC 
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APFBMDIZ H 
EXTSBHAL DISASTSB PLAN 
CODS ORANGE 



I. NOTIFICATION 

Notified by Switchboard or Command Center. Supervisor 
ensures that sufficient employees are on hand to perform 
the required work. 

-11. GBNEHAL STATKMKNT OF DOTIKS 

» 

Provide garmenta for staff and employee use and linens for 
use by patients. 

III. SPKCIFIC DOTIKS 

A. Sort, wash, press, and fold linens and garments. 

B. Distribute linens via cart to areas throughout the 
Medical Center. 

C* Respond to calls from supervisors for additional 
requirements . 
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APPENDIX J 
SZTSBNAL DISASTER FLAH 
CODS OBAMGS 



Mftdical P.>r»r.i>Hg Reapongi hi Ittlgfl 

I. NOTIFICATION 

Notified by Command Center or Switchboard. 
II. GBNEHAL STATEMENT OF DUTIES 

• Maintain medical records of casuaitiea ; prepare lists 
for media information. 

III. SPECIFIC DUTIES 

A. Aid Admitting if needed. 

B'. Pull old records as re<iuired and deliver. 

C. Ensure sufficient Medical Records personnel are on hand 
to cover all duties. 
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APPENDIX P 
BITEENAL DISASTER PLAH 
CODS ORANGE 

Radiology Rftflpongibili/fcieg 

I. PURPOSE 

In order for the Department of Radiology to function in an 
organized and expedient manner during a disaster, the 
following guidelines are established, A firm understanding 
of these guidelines is necessary in order to provide the 
care required by disaster victims • (Beeper #459 11:00 p.m, 
to 7:00 a.m. only) 

II. NOTIFICATION 

Notified by Command Center, Switchboard, or Emergency 
Department • 

The Radiology employee notified shall immediately Call: 

1. The X-Ray Technologist in charge • 

2. The Director of Radiology or designee. 

3. The Physician Chairman of the X-Ray Dept. or the 
Radiologist on call. 

III. GENERAL STATEMENT OF DUTIES 

A* Ensure sufficient personnel are called in or on duty to 
perform the work required. 

B. When notified of a disaster alert, it is the duty of each 
required staff member to respond as requested. 

17. SPECIFIC DUTIES 

A. Radiologists 

The Radiologist notified will be responsible for 
providing, adequate physician coverage in the Department. 

B. Supervising Technologist 

The Supervising Technologist on duty, Department Manager 
or designee will, on the basis of information given as to 
the character of the disaster: 

1. Call in the anticipated additional staff members 
needed from the staff roster kept in the front 
office • 
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APPENDIX P CONTINUED 

2. Prepare the Department for the disaeter victims 
auperviain« the: 

a. return of house patients to floors 

b. release and rescheduling of outpatients in the 
Department 

c. maintenance of supplies in X-Ray rooms 

3. Coordinate distribution of disaster victims to 
various X-Ray rooms for exams- 

4- Assure that a log of the disaster victims is kept 
until disaster is over. 

C. Technologists 

1. Will report to the Department for duty immediately 
after notification of the disaster alert. 

D. Dark Room Technicians 

1. Will report to the Department immediately after 
notification of the alert. 
• 2. Will remain in the area of the Dark Room throughout 
the disaster. 

E. Technician Aides 

1. Will report to the Department for duty immediately 
after notification of the alert. 

2. Will report to the collating area for assignments. 
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Material Safety Data Sheet 

Emergency Telephone: 



SECTION I - PRODUCT IDENTIFICATION 





Product 


PC 


Description 
Chemical Mixture - 


SECTION n - HAZARDOUS INGREDIENTS 


CAS Number 


Chemical Component 


% 


TLV (Units) 


Hazard Data 












SECTION m - PHYSICAL DATA 


Solid Liquid 


Appearance 
and Odor 



Specific Gravity 



pH at 25°C 



Solubility in Water 



Freezing Point 



Percent Volatiles (by weight) 



Phosphorus 



SECTION IV - FIRE AND EXPLOSIVE HAZARD DATA 



Flash Point (method) 



Flammable 
Limits 



LFL 



UFL 



Extinguishing Media 



Special Fire Hazards and Equipment Required 



SECTION V - REACTIVE HAZARDS 



Product Suble 



Unstable at 



Hazardous Polymerization: will occur will not occur 



Conditions to avoid 



Incompatibility (materials to avoid) 



izardous Decomposition Products 
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Product: 



SECTION VI - HEALTH HAZARDS 



Skin 

Digestion 
lobalation 

Threshold Limit Value 

Principal Routes of Absorption 
Acute Effects of Overexposure 
Chronic Effects of Overexposure 

FIRST AID PROCEDURE - NEVER GIVE FLUIDS OR INDUCE VOMITING IF 

PATIENT IS UNCONSCIOUS OR HAVING CONVULSIONS. 
CALL A PHYSICIAN. 

Eyes 
Skin 

Ingestion 
Inhalation 



SECTION Vn - NORMAL HANDLING PROCEDURES 



Precautions to be taken - Handling and Storage. 



Protective Equipment: 


Ventilation Requirements 


Eyes 




Gloves 




Other 





Corrosive Action on Materials 



SECTION Vm - SPILL OR LEAK CONTROL PROCEDURES 



St eps to be taken in case of spills 

Waste Disposal Method 

The above information is believed to be accurate and discloses the known hazards for this product as of this date. No 
additional warranties are made. 
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BHPUOYHE HANDBOOK 



EHRSOfWEL POLICY 



Subject: 
Section: 
Eff ActiTo: 



Canser R«ri«%# and DeTQlopaenc 
pHrforBsnca Appraisal 

9 rum 



the Cenn ''perfomancii appraisaT' has a parcicular tn«aning. 
Ic is an evaluation of how ^ person's work is done. A ^ood 
performance appraisal system, properly admin i:»ceredy will 
produce the col lowing results: 

1. Employees know what is expected ot them. 

2. Employees receive recoijnition for work well done. 

3. Employees receive help wnere heeded co improve chelr 
work. 

4. Supervisors have a basis for reviewing and comparing 
employees* performances. 

3. Supervisors have a basis for identifying employees' 
training needs. 

6. Supervisors have a basis for making decisions on 
disciplinary action and salary reconmendations. 

All employees are evaluated at the following times,: 

I. completion of che initial Trial Employment Period; 

3. every 12 monchs thereafter on their review date. 

Employees having serious disagreeoient with either their 
evaluation or merit award may pursue their interest in 
discussion with the Opartflienc Head/OFS. Finally, 
employees may submit a written stateioenc to the Director of 
Personnel and request it be filed in their permanent 
record. 



IV-Career Review 
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KHPTjOYKE HAIiDBOOK 



PESSONNEL POf.ICT 



Subject: 



Section: 
KffactlTv: 



Career R«ti«# DevwlopMit 
rferit Xncv^MM^ 
l/i/83 



Full-time employees who successfully complete one year of 
continuous eoploynent are eligible to be reviewed by their 
Departioent Head/ DPS for a went increase within their pay 
scale. Such factors as attendance, tardiness, and results 
of the performance appraisal are weighed heavily in the 
Department Head/ DPS' recowendations. 

Part-time and per diea employees are eligible for a merit 
increase after working Z,080 regular hours and providing 
they have a satisfactory performance review. 
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reRSOWOSL POLICT 



Subject: 
Section: 
Reirised: 



ProMonioRSy Transfers 

6/1/90 



Promotion ; 

A promotion occurs when employees move vercically from one 
budgeted position to another budgeted position evaluated in 
a higher pay grade. 

It is the policy of the Medical Center to fill positions 
from within whenever the qualifications of internal 
applicants are equal to or superior to those of external 
applicants for the saam position. 

In the event two or more employees apply for a vacant 
position, the most qualified employee will be selected. If 
qvialif ications are Judged to be eqtxal, the employee with 
the most seniority will be given priority consideration. 

Employees can initiate consideration for a promotion by 
talking with their supervisor or by applying for the 
position in Personnel. 

Employees who are promoted will receive a pay increase at 
least eqtjal to the percentage difference between the former 
grade and tiie new grade. In determining the amount of 
increase* the Department Head/DPS may set the pay at an 
appropriate level in the new grade based on training, skill 
and experience levels of the promoted employee. Another 
factor which must be considered when determining new pay 
level is the relative timing of the promotion compared to 
the employee's increase eligibility date. Any promotional 
increase of lOX or more must be approved by the Divisional 
Vice President and Personnel Director. All promotions will 
result in a change of increase eligibility date to one year 
from the promotion date. 
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EHPfjOm: HAHOBOUK 



PVSSOHHEL POLICY 



Prwo tions /Transf ers 



Transfer ; 

A cranster occurs when an employe* moves co a new position 
that is ac the same grade as Che position from whicn he/she 
transfers. In the event of a transfer, the employee will 
retain his/her increase eligibility date. 

Employees must work at least six months in their current 
departaent before transfers will be approved unless both 
Department Heads/ DPSs agree to transfer prior to that date. 

Employees must submit a Transfer Request form in the 
Personnel Office to be considered for a transfer. If 
qualifications are appropriate, the employee will • b« 
contacted for an interview. At this time the interviewing 
party and the employee will inform the current DeparCiiwnt 
Head or Director of Patient Services that the employee is 
pursuing a possible transfer to that departaent. 

If Che employee decides to make the transfer, the sanM 
notice must be given Che current Department Head/Director 
of Patient Services as if terminating employment. 
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PERSOHNEL POLICY 



Subject: 
Section: 



Caroer R^^ew axid DRTelopaenc 

Continuous Serricu Credit 

i/i/a3 



Full cLme, part time and p«r diera employees inay acquire 
"concinuous ser^'ica credit'* with die Medical Cencer dating 
from Che first date oH their unbroken service. The 
continuous service credit of employees is broken under the 
following conditions: 

a. Discharged tor just cause 

b. Job abandonment 

C. Voluntary termination, unless rehired within a six (6) 
month period (also applies to multiple status changes 
occurring within a six month period) 

d. Retirement 

When continuous service is broken, emplovees are considered 
as new employees if and when rehired. 

Eiuployees on approved Leave of Absence retain, but do not 
accrue, service credit for tiie duration of such leave. 

Employees who voluntarily terminate and are rehired within 
SIX f6) months retain* but do not accrue, service credit 
for the period off the payroll. 
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EMPLOYEE HANDBOOK . .FOiSOJlRKL POLICT 



Subject: Cajreer Review aod DevelopiMnt 

Section: Licensure, Registratioa or Certification 

Effective: 1/30/92 

Wheri required by their profession^ enrpioyees are 
responsible for maintaining a cxirrsnt license, 
certif icacion or registration statius in coordination wich 
their Department Head/DPS and the Personnel Department. 

Licenses^ certifications and registrations vill be verified 
acccrdine to the following proceduras : 

Prior to etnployment, all new hires will present to the 
Personnel Department or Nurse Recruiter the original 
document as evidence of current license, certification or 
registration. 



A copy of the origLoal docLanent will be made and stamped 
indicating that this is a true copy of the original 
document. The stamp must be signed and dated by the 
individual viewing the original doctaaent. 

Prior to expiration of current licenses, certifications or 
registrations it is the responsibility of the employee to 
bring to their Department Head/DPS the original 
documentation for their license and/or renewal. This 
original document will again be copied in accordance with 
the procedures noted above. The copy will be stamped, 
signed and dated by the person viewing the original 
document. The copy of the renewal will be sent to the 
Personnel office to be placed in the employee's personnel 
file. 

(Continued) 
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EMFLOTEE HANDBOOK 



PQSSONNEL P0LIC7 



Section: 



Licensure, Registration or Certif icatioa 
(Contimjed) 



ExTJlred Licenses, Certifications or Registrations 
Efliployees who allow their license to expire will not be 
permitted to work until a new license is produced. 

Note: Various departments may have their own procedures 
which go beyond this basic policy for maintenance of 
licensure and registration status * It is the 
responsibility of each Departaent Head /DPS to insure that 
all records are kept current including both computerized 
records and hard copy records. 

Annual Performance Appraisals 

Where applicable, in accordance with JCAHO requirements, 
both the job descriptions and performance appraisals will 
reflect the requirements for competency to care for, assess 
and treat patients of the age group served. 
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- nCRSONHEL POLICY 



Sitbject: 
Revised: 



(Idreer Review and OevelopaiBnt 



The Medical Center provides financial assiscance Lo etnploy- 
ees curthering ch^tfir educacion u\ a hea icncare-re laced 
cield or to improve cheir joD skills. 

Full time employees with a minimum oc six ^o) months 
service, part time employees with a minimum of one (1) 
year service , and per diem employees with a minimum of five 
years service are eligible for tuition Assistance. The 
assistance is for tuition costs only. Full time employees 
may receive reimbursement for tuition costs for up to nine 
credit hours per term* Part time and per diem employees 
may receive reimbursement for tuition costs up to four 
credit tiours per term. 

Fifty percent of the tuition cost will be paid at the 
beginning of t-he course upon submission of a Tuition 
Assistance Request Form approved by Department Head, Vice 
President and Personnel Director. All grades must be 
submitted to Personnel at the end of the temi and a second 
reimbursement will be made for grades of -^A" and **B". For 
tuition reimbursement employees are expected to return a 
number of paid woric hours ftqual to the ratio of one year 
(2,080 hours) for each S3, 000. 00 received. Repayment hours 
begin at the completion of the reimbursed c lass. If 
ejnployees terminate prior to fulfilling this agreement, 
they must pay the Medical Center the entire amount of 
Tuition Assistance owed plus SX interest. 
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:r NSTRTjrCTIONS FOR 
F I RE EXTXNGUri SHER OF" E RAT I ON 



1. HOLD UPRIGHT 
PULL RING PIN 

, 2. START BACK 8 FEET 

AIM AT BASE OF FIRE 

3. SQUEEZE LEVER 

SWEEP SIDE TO SIDE 



A TRASH -WOOD -PAPER B LIQUIDS -GREASE C ELECTRICAL EQUIPMENT 



268 



Project PRO'S Reading and Reasoning: Learner's Resource Manual 



page p3 



2 Z 

s 

c 

CO 



H 4 

Ui u» 
LU ^ 

(- 6 

>. U. S 



S ? 




• 



c 
o 



c 
o o 

oz z; 



c 



|5l I 



< 

CO 



— c 
9 O 



UJ 



1I5 

-D 5 3 

CU.U. 

• 

>. 
o 
c 



UJ 



c 



S 
u. 



. u 

II 

-5 = 

O OH 
5 = D O 

2 3 j2 2 



«-2 
o8 

— r« 
C' « 

■5 2 

H i -; 

if li 
i ' £ 3 

=5". if 

E J3 ~ * 

= 2 : 



(C C 



II 



11*2 



3 O « 



5 P 



,1 ^ 



a 
a 

(A 



1.? 



£| 
« .£ 
> 5 
E 

c 

« e 

11 

o o 
aa 
c 

"5 

if 



3 ^ 



a 



5 



3 • 

5 o 



o o 



o 
u. 

B| I 

VI C ^ 

O 9 O 

Oc - 

3 ! 



O (D 3 



CO jc VI 
ZOO T3 

c 



o 
u. 



OS 3 2 

£3 5 J2 

o 5 ^ O 

O y M 

— - O W 

• * ^ 



c 
o 
5 
c. 

3 
c* 

v. ^ 

3) O 
> ^ > 

• So 



5. 
c. 



CO 

O 
z 



8^ 



.2 5 c = © o 

S .S M 0 

« a > 5 3^ 

0000 
2ZZZZ 



t if 



J2 5 c 



Z 

o 

< 

p 

cr S. 



a-? 

^ » 

V* • 

II 

« O 

il 

il 



o < 



5 u c 

III 

> a — 
OC • 



o 



.i?|2 



a 
=€ 

|3 

3-3 



X 

? 3 
m 

>. o , 



Cm c 



ill ir 



m 7; o Q. 

w c: -5 <a^ 
C >aujO 



5 ° 



1 



o J 



I 

I 

§ 

f 

I 

1 

I 

3 

f 

I 

2. 

I 



ERIC 



c 
m 

«»S S 

Sid 




o 



H 
^5 



a 

1 S "I 

5 J! B 2 



to 



jO 

E 



E 



a 



o 
2 



15 8 = 

O v» ■* ^ 

5l i 1 



1 J 

g I 

•» 3 

i s 



.5 f 



1 52 9 



o 
> 



I i 



3 1 



o 

c 

3 3 o 

t ? =: 
s I 5 

^ a 5 



o 
a 



•II * 

S-SS * 

C JC - • 

1 

III I 

o o s: 

1 I lllll 



I 



o 
a 



1 
I 
I 
I 

g 

o 

I 

o 
a 

I 

> 

I 

I 

o 

I 



0) w 



0. - 

2 <if 



2 



UJ <o 
UJ ^ 

COgg 
< 

H b 

a: cSH- 
o 

< c 

E 

UJ 




5? 

u eg 



I 



O 
> 

5 
1 



I 



S ^ MO 



si 



i I 

0) id 
J if 



1 ? 
» « 

I B 
a « 

|i|r 

trt o >. i S 
9 . Q.5 

w^a: « S 
5- SO « 

5 If If 

c 5 ^ • 

f — ^ jc «o 



I 3 



— ■ — d£ •» 
tt> O 3 5 O 



o 

> 



c 
o 
u 



I 



01 



o » S. 



2 J50 «o 



5 E 

?5 



>.>>>.>> 

(QCQCQ CD 



ill P 



O 

•I • 



IS « 



^ CU.U. 



=5 ? 



5 5 



•» u 

Ui . 



JQ 



X 
5 

f ' 

> 2 

Sec 

« o o 

" ^ a 

I a r 

s t 

= 0 0. 

a m m 

<i 3 3 

5 O O 

s 3 a 



< 



=5 
II 



1^ 



I 

u 

I 
I 



o 



1 2co 



If 

p « 

W » 

o o 

•52 
o ^ 

ii 



9 

s 



c 



c « 



5? 



3 
O 

-a 
z 



CO 



I 




Ui 

Quo 
O 
< 



• 
• 

o 



S.UJ 
5^2 



96? 





5 

E 

• 

• 

E 



1 



43 

z 

a 
< 



i 



E 




•••• 



I 
I 
I 
I 
I 
I 
I 
I 
I 



I 



I 
I 
I 



in w 
Q. 

= 
(0 



Ul 



H o 



-4; 

in 




1 

Ul 

I 



I 



I— 



s 



3 




i 
I 



X 

o 



0) 

o 



o 
z 



1 

a. 
a 
< 

z 
< 

2 





I 

« 

a: 



1 
I 
I 
I 



I 



I 



TUITION ASSISTANCE 



The Medical Center has an extremely good Tuition Assistance policy for employees who are taking college level 
courses toward a degree in health care or other job-related field. The following informadon is a summary of the 
policy and the how to's of applying for Tuidon Assistance, For more information please call Ann Coulter in 
' Personnel. (x8801) 

TUITION ASSISTANCE POLICY 

The Tuition Assistance policy enables the Medical Center to pay 50% of coUegc tuidon at die time of registration. 
The intent is to case die financial burden on employees of amassing large amounts of money at the beginning of die 
semester. 

Employees are eligible for additional assistance if they obtain a grade of • A" or "B" in dieir courses. An 'A* will 
bring anodier 50% of tuition; a "B" will bring 25%. 

Full time employees are eligible to apply for Assistance after six mondis of employment. Pan time employees are 
eligible after twelve mondis. Per diem employees are eligible after five years continuous service. 

There are no dollar limits on Tuidon Assistance per academic year. However, ftiU time employees are limited to 
assistance for 9 credits per semester. Part time and per diem employees are limited to 4 credits per semester. 

Employees arc required to make a work agreement in exchange for the Tuition Assistance. The hours/dollars ratio 
is 2080 hours for every $3000.00 received. Employees can compute die hours diey will owe by finding 69% of 
die doUar amount of assistance for which diey apply (2080 hours is 69 % of $3000.00). The hours owed for Tuition 
Assistance are in addition to hours owed for any scholarship received from die Medical Center. 

Employees who receive a grade lower dian a "C" or who drop die course(s) are obligated to pay back die tuition 
advanced. Employees who terminate from die Medical Center before dieir work commitment is complete must pay 
back die balance with 8 % interest. 

HOW TO DO IT 

BEFORE REGISTERING FOR COURSES employees should get an Application for Tuition Assistance (blue form) 
from Personnel or from die fonns display. Mall and Garden Level, Amherst Site; mail room, Cork Street site. 
Courses must be approved by die Department Head/DPS, by die Divisional Vice President and dien returned to 
Personnel. 

Once approved in Personnel, undergraduate student employees will be given a letter addressed to die college or 
university suting diat WMC will pay 50% of die tuition. The employee is dien responsible for die balance of die 
tuition. They present die letter and dieir own payment to die school business office at die rime of registration. The 
school will bill us after die drop-add period. (The Medical Center can arrange such a program widi any accredited 
college or university.) 

Once grades are received at die end of die semester, diey should be brought to Personnel so diat die work obligation 
can begin lo be paid back to die Medical Center. If die employee is eligible for additional reimbursement based 
on grades of "A" or "B", die Grades Reimbursement form (white form) should be sent with grades. A check will 
be requested in die employee's name and sent to their home. The work obligation for Glides Reimburecmenuwill 
be calculated at diis time. 

Revised 8 20/92 




Projeci PRO*s Reading and Reasoning: Learner* s Resource Manual 27"' ^ ^ 



PROBLEM SOLVING TECHNIQUE 



START 



YES 



DOES THE STUPID THING 
WORK? 



DON'T MESS 
WITH IT! 



NO 



DID YOU MESS 

wnHrr? 



YES 



NO 



DOES 
ANYONE 
KNOW? 



YOU DID rr AGAIN, 
YOU 
IDIOT! 



NO 



HIDEIT 



YES 



YES 



YOU POOR 
FOOL! 



WILL YOU GET BLAMED 
ANYWAY? 



NO 



STOP! 

GO HOME 
BEFORE 
YOU DO 

DAMAGE! 



DUMP rr BEFORE FT 
GETS WORSE! 



From 

Paulson, Terry L. Making Humor Work : Take Your Job Seriously and Yourself 
Lightly. Los Altos, CA: Cnsp PuFTTcations , 1989., p. 45. 
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MEMO TO THE CLASS 



This class is structured around the types of writing performed at Winchester Nfedical 
Center (WMC). We will begin by discussing the charactensdcs of wiitten business 
communications and then examine how to effectively write memos^ letters, summaries, and 
instructions for performing work*related tasks. Additional acuvides will be the evaluation 
of existing WMC documentation such as letten, instrucdons, and policies from content, 
organizational, and grammadcal points of view and the development of a project that stems 
from a need in your department. 

I THINKING: Thinking is a large pan of writing b^use thinking is 'process oriented' and 
so is writing. The writing skills you will use include research, evaluation, and synthesis 
of information, as well as the organization of ideas. These skills are also high level 
thinking skills; therefore, the process of writing will be considered as critical as the final 
outcome of your writing activity. 

COMMUNICATING: Communicating in written form is different from communicating 
orally. For example, in written communication, you do not have the advantage of noting 
fiacial expression or voice inflection; you must take into consideration purpose, audience, 
and organizational and grammatical structure. 

TAKING PART IN GROUP ACIIVITIES: Working in a group in the classroom helps 
you to lea: more about working together and team work on the job. Some of the 
activities in ,s course will be completed in small or large groups that allow you to learn 
how to partiwipate effectively in a group, as well as experience the collaborative writing 
process. 

USING RESOURCES TO BUILD YOUR OWN KNOWLEDGE: In this class, you will 
learn how to use a variery of both text and human resources to help you collect and 
develop information and ideas for your writing activities. You wiU also use resources to 
develop a presentation on i grammatical topic that is relevant to the needs of the class. 
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"Good Communication is as 
stimulating as black coffee, and 
just as hard to sleep after. " 

- Anne Morrow Lindbergh 
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Some Differences Between Writing At School and Writing At Work 



Area School Work 



Purpose 
Audience 

Ownership 

Environment while 
Creating 



Political 
Considerations 



To learn (educational) 



Instructor 



You own your work 



You are in control of your 
enviroiunent and can readily 
change it. Also, your deadlines 
may be somewhat flexible. 

None. Your instructor should 
remain objective regardless of 
your topic. 



To do or perform - has practical, 
direct application 

Many different people - co*-workers; 
supervisor; dept. head; patients; 
insurance companies; visitors 

Your company owns your work 
because you are their representative 

Many distractions. You're often 
placed in a large office with other 
people. You usually have deadlines 
you must meet. 



There are many political 
considerations with what you write at 
work - both internally as well as 
externally. Always keep in mind the 
"culture" of your organization. 



Strategics... 

"Speak Englishl", said the Eaglet. "I don't know the meaning of half Aoie long wordi, and what'* more, I don't 
believe you do either.** 

- from Lewis Carroll's Alice's Adventures in Woaderland 
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Writing Is An Action! 



• Your business writings are social communication actions. Everything you write will be 
an interchange of ideas and feelings between you and your readers. 

• Your communications will establish an individual relationship between you and each 
person who comes in contact with your work. Each person will read with his/her own 
eyes and react with his/her own thoughts and feelings. 
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Write With Your Readers In Mind! 



• Before you begin writing,- ask yourself, "How do I want to affect my readers? How do 
I want them to react?" 

• Always "speak" with them as if they were standing in front of you. Remember, because 
writing is an action, your absence should not change the tone of the communication. 
Never write something that you wouldn't say if you were having a conversation directly 
with the readers. 



Three Important Facts About How People Read 

Readers Create Meaning: Readers create their own meaning based on the sum of their 
life experiences and what you have written. No text can be interpreted in only one way; 
therefore, when you write, you should try to be as explicit as possible. Do not make 
your readers struggle to understand what you are trying to say. Do not use difficult or 
stilted language. Despite what most people think, the key to good business 
communication is simplicity not extravagance. 

Readers' Responses and Reactions Are Shaped By Situation: When writing, if at all 
possible, be familiar with your readers' situations. Find out their ideas about a subject 
before you commit your thoughts to written words. 

Readers React On A Moment-by-Moment Basis: Keep in mind that one negative word 
or phrase in your document could alter their final opinion of what you have written. 
And, if you have bad news to deliver, place it between two pieces of good news. 



Strategies... 

"1^(7 ont can ztHtt decent^ ujfxo is distmtjuCof the midefs intelligence, or wHose attitude is patrmizing,'' 

- E.B. White 



r ^ 
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Stratej^ s For Keeping Your Readers In Mind 

• Keep a reader ' d writing approach: never forget who your readers are. 

• Talk with your .ers: they're the best resource available! 

• Help readers focus on key informatior' have a strong topic sentence; use headings and 
lists whenever ^ssible. 

• Tell your re how things are relevant to them: be specific and provide examples. 
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The Writing Process 



Writing is a very mechanical process. If you follow a simple five step approach, your 
written tasks will more than likely be well developed and organized. 

Step One: Brainstorm to discover what you know. 



Step Two: Develop a topic sentence or thesis statement. Before you write your topic 

sentence or thesis statement, think! What is your topic? How will you 
organize the details you want to include? Be sure you write these down 
so you can refer back to them often. Writing your topic and 
organizational structure down will assist you in focusing on your subject. 
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The Writing Process (continued) 



Step Three: 



Create an outline. 



Step Four. 



Write a rough draft. 



Step Five. 



Revise. 



ERIC 



Strategies.. < 



Delete Excess... 



''If it is possible to cut a word out, always cut it out. Nev^ use the passive voice when you can xise the 
active. Never use a foreign phrase, a scieatiflc word, or a jargon word if you think of an everyday English 
equivalent." 

- George Onvell, Politics and The Engli^ Language 
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Techniques For Generating Ideas 



Beginning To Write 

Often, the most difficult part of writing is starting. While you may know generally what 
you want to say, writing that first sentence may be tough. Develop a purpose statement 
that only you will see. Such a statement may simply read, ''My purpose in writing this 
is to...." Writin§y|is statement may put clearly into focus what it is you are trying to 
tell your readers. 

In order to begin any form of written communication, you must generate ideas. There 
are several different ways you can do this. 



ERLC 



Strategies.. 



You must have a purpose*. . 



Alice: ''Would you please tell me which way I ought to go from here?* Cheshire Cat: ''Weil, thkt 
depends a good deal on whete you want to go." Alice: "I don't much care where. " Cbedure Cat: "Then 
it doesn't much matter which way you go.' 

- from Lewis CanoH's Alice's Adventureg in Wonderiand 
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Generating Ideas (continued) 



• Talk with someone else: by talking with another person you can explore your ideas more 
thoroughly, perhaps get new ideas, and figure out how you might make your message 
clear, complete, and compelling. If your conversation is with one of your readers, 
you're even at a greater advantage. Ask them what questions they want you to answer 
in your communication. 

• Develop and Study a Table of Your Data: If you know you will have to include figures 
and/or data charts in your communication, compile those first. They may immediately 
highlight interesting information that you know will be interesting to your readers. 

• Brainstorm: This activity is used to generate thoughts about your subject as rapidly as 
you can through the spontaneous association of ideas. This method is especially effective 
when you begin with very little idea about what to tell your audience, or when you have 
thought a great deal over a long period of time about a subject and now want to recall 
all your thoughts. The brainstorming process is as follows: 

• • Review your purpose and understanding of your audience. 

• • Ask yourself, "What do I know about my subject that might help me achieve my 

purpose?" 

• • As the ideas come, write them down as quickly as you can, using single words 

or short phrases. As soon as you list one idea, move on to the next. 

• • When your stream of ideas runs dry, read back through your list to see if your 

previous entries suggest any new ones. 

• • When you no longer have any new ideas, gather related items in your list into* 

groups to see if this activity prompts new thoughts. 



Strategies. . . Sharing Infonnatioti.. * 

' *'Many ideas grow better when transplanted into aaotber mind than in the one where they sprang i:^.* 

- Oliver WendeU Holmes^ Jr. 
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Generating Ideas (continued) 



Write a Throw-Away Draft: This method of generating ideas is similar to brainstorming, 
except you are writing prose versus a list. You refine your ideas as you write without 
discarding any idea. After you have generated your prose, read back through it to 
identify ideas worth telling your reader and discard the others. This method is especially 
good for developing your main points. It is most effective when used in brief 
communications or small parts of larger communications. The usual procedure for 
writing a throw-away draft is very much like that for brainstorming: 

• • Review your purpose and understanding of your readers. 

• • Ask yourself, "What do I know about my subject that will help me achieve my 

purpose?" 

• • As new ideas come, write them down as sentences. Follow each line of thought 

until you come to the end of it, then immediately pick up the next line of thought 
that suggests itself. 

• • Write without making corrections or refining your prose. If you think of a better 

way to say something, start the sentence anew. 

• • Don't stop for gaps in your knowledge. If you find you need some information 

you don't have, note the place where you would use it, then keep on writing. 
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Generating Ideas (continued) 



• Make an Idea Tree: An idea tree is a sketch of the various topics and subtopics you 
might discuss in your communication. It helps you explore your subjea by logically 
identifying its parts. The following diagram shows what an idea tree might look like: 



Ovtnll Subject 



Topic 1 





Subtopic A Subtopics Subtopic A Subtopic B Subtopic C 



To create an idea chart, use the following procedure: 

• • Review your purpose and understanding of your readers. 

At the top of the sheet, write the overall subject of your commxmication. 

• • Ask yourself, **What are the major topics I might take up in my conununication?'' 

List those topics across the page, below the subject. Don't worry about their 
order. 

• • Draw a line (or branch) from each topic to the main subject. 

• • For each topic, identify the subtopics you might take up. Join them to their 

topics with lines. 

Keep subdividing until you run out of ideas. It's fine if some of your branches 
have more levels than others do. Take each branch as far as you can, whether 
to the topic level, subtopic level, or some lower level. 



Project PRO'S Workplace Writing Sectioa I, ptge 11 



Generating Ideas (continued) 



Draw a Flow Chart: Flow charts can help you decide what you might say about a 
succession of events, such as when you are describing a process, explaining how to 
perform a series of steps, or proposing a sequence of actions* To generate these ideas, 
you can draw a flow chart by elaborating on the following basic form: 



Step 1 




Step 2 




Step 3 







Suggestions for using flow charts to generate ideas about your subject include: 

• • Review your purpose and understanding of your readers. 

• • List (perhaps mentally) the steps or activities in the process or procedure. 

• • Draw the flow chart, leaving lots of blank space around each box, especially 

above and below. 

• • Brainstorm about the things you might want to say about each activity or step. 

Write your ideas above or below the boxes. 

• • When you no longer have additional ideas about a step, review what you have 

written about the others. Often a piece of information you might provide about 
one step or activity will suggest a parallel piece for others. 



r ^ 
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Generating Ideas (continued) 



• Make a Matrix: A matrix is a table writers can use when comparing two or more things 
in a parallel fashion. Below are the steps in using a matrix: 

• • Review your purpose and understanding of your readers. 

• • List (perhaps mentally) the items you wiU disoiss and the general topics or issues 

you want to cover when discussing each item. 

• • Draw a matrix, listing the items down the left-hand side and the topics across the 

top. Make as much room as possible in the matrix to write down your ideas. 

• • Brainstorm to determine what you could say in each of the boxes of the matrix. 

Write you ideas in the appropriate box. 

• • When you no longer have additional ideas for a box, review what you have 

written in the others. Often a comment you make in one box will suggest a 
parallel piece of information for the others. 

Example of a matrix: 

Topic A Topic B Topic C 

Item 1 

Item 2 

Item 3 ^ 

Item 4 

Items 
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Guidelines For Critiquing Peer Writing 



1. Is the purpose of the memo clear? 



2. Does it address the desired audience? 



3. Is there relevant supporting information? 



4. Is it well formatted? 



5. Is the style active, direct, and as brief as possible? 



6. Is it relatively free of grammatical errors and misspellings? 



Strategies... Be Brief... 

''The most valuable of all talents is that of never using two words whea <nie will (io. 



Thomas Jefifersoa 



lERLC 
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Guidelines For Grammar Presentations 



L Use at least three different sources. Be sure you reference from what sources you are 
gathering information, 

2. Define your topic clearly. 

3. Provide relevant examples to support your definition. 

4. Write-up your presentation in paragraph(s) form. 

5. Present your presentation orally to the class. (I encourage you to use visual aids to assist 
your classmates in understanding your topic.) 
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Grammar Presentation Topics 



1. 


Sentence fragments and run-ons 


2. 


Subject-verb agreement 


3. 


Pronoun agreement, reference, and point-of-view 


4. 


Misplaced and dangling modifiers 


5. 


Apostrophes 


6. 


Quotation marks 


7. 


Commas 


8. 


Other punctuation marks 
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Letter Format 
Block Format For Letters 



(Letterhead) 



4 September 199_ . 

Ms. Ann Coulter 
Winchester Medical Center 
1870 Amherst Street 
Winchester, Virginia 22604 

Subject: 

Dear Ms. Coulter: 



xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx^ 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx^^ 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx. 



xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxx)ocxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxx. 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx. 



Sincerely, 



ERIC 



Tamara C. Fleming 
Instructor, Project PRO 



Enclosures 
cc: Ed Mason 
TCF/js 
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Letter Format 
Modified Block Format For Letters 



(Letterhead) 



4 September 199 




iDulter 



Winchester Medical Center 
1870 Amherst Street 
Winchester, Virginia 22604 

Re: 

Dear Ann: 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx^^ 

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXJ^^ 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx* 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

XXXXXXXXXXXXXXXXXXXXXJCXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX^^ 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXX. 

XXXXXXXXXXXXXXXXXXXXXXXXXXXJCXXXJUIXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX^ 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX* 



Sincerely, 



Tamara C. Fleming 
Instructor, Project PRO 



Enclosures 



cc: Ed Mason 



TCF/js 
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Letter Format 
Modified Block Format With Paragraph Indentations 



Lord Fairfax Community College 
Jp,0. Box 47 

Middletown, Virginia 22645 
4 September 199_ 



Ann Coulter 

Winchester Medical Center 
1870 Amherst Street 
Winchester, Virginia 22604 



Dear Ms, Coulter: 



xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxj^^ 
xxxxxxxxxxxxxxxxxxxxxxxxxxx. 



xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx^ 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx^ 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx. 



Sincerely, 



Tamara C, Fleming 
Instructor, Project PRO 



Enclosures 
cc: Ed Mason 
TCF/js 



ERiC 
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Business Writing and Listening Skills 
Just another "red hearring"?*** 



Workplace writing often requires you to do a lot more than formulate a brief memo or 
letter to a supervisor or co-workers. Sometimes you must perform research on topics on which 
you are required to write. Your research could include consulting with other workers who have 
either been in a position that is similar to yours or are familiar with the topic on which you are 
writing. In such instances, both listening and "asking the right questions" skills become critical 
to your success. 

Did you know?,,. The average adult spends 31 % of his or her waking 
hours listening. Only 7% is spent on writing, 11% 
on reading, and 21% on speaking.^ (Other 
estimates indicate between 35-40% of white-collar 
workers' days are spent listening.)^ 

c 

The listening process... 

Listening is a five step process. It involves the following actions: acknowledging; 
decoding; judging; remembering; and reacting. 



Strategies. . . Ltsteomg Priorities. . . 

**We have been given two em and but a single mooth in order that we n»y listen m^tt and talk leas*** 

- Zfloo of Citium 
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Types Of Listening 



1. Content listening. When you are performing content listening, your goal is to 
understand what the speaker is telling you. You do not need to judge the 
information you are given. 

2. Critical listening. While performing this type of listening, you are looking to 
uncover flaws in the speaker's reasoning. You are questioning the information 
that is given to you. 

3. Active listening. In this listening role, you are to act as an empathetic individual 
not as a judge. Your role is not to determine the nature of the speaker's 
information - accurate or inaccurate - but merely to listen. 
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Strategies For Improving Your Listening Skills 



2. 
3. 
4. 



1. 
2. 



Pay attention! Try to focus all of your energy on listening to what the speaker 
is telling you. There is a big difference between hearing and listening. You must 
do more than hear what is being said. Listening involves the intent to both 
acknowledge and comprehend. Also, don't be distracted by the manner in which 
the speaker delivers his/her information. Remember you are concerned with 
content only! 

Look at the speaker. Eye contact is one way of reassuring the speaker that you 
are listening. It is also a way to focus on what is being said. In addition to 
maintaining eye contact, be aware of the speaker's and your own body language. 

Always try to ask questions (either by jotting yourself a note or by politely 
interrupting the speaker) on which you can later ask for clarification. Performing 
this activity will keep stimulating your ideas, thoughts, and questions on the 
subject. 

Always try to constantly predict what information your speaker will provide for 
you. Just as in reading, trying to determine your speaker's purpose and intent for 
telling you something will assist you in gathering the right information. Or, at 
least it will enable you to begin thinking about your subject. 



McWhorter, Kathleen T., CoUege Reading and Study Skills, Fifth edition. 
HarperCollins Publishers, 1992. 

McWhorter, Kathleen T. , Efficient and Flexible Reading, Third edition. HarperCollins 
Publishers, 1992. 




ERJC 
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WINCHESTER MEDICAL CENTER 
DEPARTMENT OF SAFETY & SECURITY INCIDENT REPORT 



inciaent No. 



— Grand Laycien '^ 
C'.assiticatjon 



Oatt 4 Timt Aec«iv«a 

1-]]-93 2;15 



2:15pm 



Time of Occurrence 



Tlmt Arrived Scent 

2:2Q 



Timt Citareo Scttit 



Offlctr Attifnta 



Day ot ween 



MOW Reoorted 



Between 



93 



11 



2:00 



Day ^ 



z\z\z 



SIM! Tiwl Tl P 



Phone X. uener ^ 
Alarm Z Otner _ 
Personal Z 



Victim's Name (Last. F-rst. ViaoJt-auSiNESS) 



Yfiuns. Amy L. 



Race t Sex I OOB Age 



Business Ptio'*e 



Victim s Acoresa 



S2 i Infomnation Reoortto By 



Homt 



r Phone 



722i.QQ0Q 



Pnone 



Place wheft Ofi^r^ Occurreo 



(W) wi tne sses 

^ Icoael 

S I V ! Amv Youns 

VJ ■ 

ce 
a. 



(S) Susoectt 



(V) victim 



(R) Runaway 



IM) Missmt f^afson 



(A) Arresteea 



Adoress 



Phone 



Social Secunty Numoar 



I 5649 Hunter's Lane, WincJ 722-0000 



PtscfiDtlon of all Parsona (use code > (W) (S> (V) W m (A) 



nQQ-00-000( 



2 I Code t Race I Sex \ HT 



WT 



OOB I Age 



S 
o 

I ^ 

I Ui 
O 



I Act,! f 15^2M 12017-30-52 40 



Hatr I Como. ! £yes 1 Glasses 



Hat 



Coat 



blkJ oliva brnj yes 



i C I M 1 6' 0" I 1801 



no 1 hnHj lighri brnJ? no I no 



red 



Shirt 



Pants 



Sheas 



Property - (S) Stolen 

I Code I QTV 



(U Lost if) Fou n<> 
Oescnoton 



(D) Damaged 



( R) Recovered 

Senai No. 



( E) Evidence 
Value 



black leather purse with shoulder 



o 

oc 



Contents included check- 



I book, credit cards, $35 cash 



EfttcfO 



I 

I 
I 

0 

"I 
I 
I 

i 

CO 

i 

O 

i 




behind Hurst House. ine viclxth — iTnhnned securit 

the visitor's desk of the incideat^ The person at; the visitox^ia^ ^J^t^ - ■^' ' ^^^^ ^ " 



Foiiow up Assigned 2 3 (Z 



ERLL 



Officer Assigned 
Casa Claared Dy: 



Reoon Made Dy. 



Arrest Z Cleared Otner Means C 
Juvenile Caroca) Made Z Nos. 
UnfoundtdC 



Will Prosecute 
Casa File 
Report for Commonwealtn 
Entered Computer 



YeS3C NO Z 
Yes Z No 3c 
Yesxl NO Z 



Comoteted By Racords 



UnfoundtdC j i w v 



315 



Rtvitwed Oy. 




S «ctkaUPte23 



o 



i 
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SDR-272-92 



WINCHESTER NVDICAL CENTER 
DEPARTMENT OF SAFETY & KCURITY INCIDENT REPORT 

Grand Larceny 



IncidtmNo. 



QMiiflcstkxi 



12-01-92 10:30 AM 



Tim of Oocufr«nM 



Vicdm's Nam (LMt Brst MkkMUSMCSS) 

Winchester Medical Center 



Victim's Addmss 

Amhe rst St. 



HHbimMJh R#p<tt«d By 

Mrs. Mary Smith, RN 



Cod* 








Social Sacurity Numbar 1 


W . 


Mrs. Marv Smith 


99 Oak Lane 










Winchester, VA 22604 


665-0000 


000-00-0000 























111 
2 



10:30 AM 



Ttnw Aiftwi# Soaii# 

10:35 AM 



11:00 AM 



Day of Wtk 



Offlcor AMlgfi«0 

Jessie James #35 
How ftooortod 



< 

<5 



Yi 92 

?! 



11 



11 



30 



Ti 1:00 



2:30 



Day 

Unknown 



Raca 



Sax 



DOB 



Phona □ 
Alarm □ 
Personal 



Lattar 
Othar 



Afa 



Winchester. VA 22604 



Buamaaa Phona 

722-8000 



Noma Phona 



Pt)on« 

722-1500 



Plaoa Whara Offanaa Ocounrad ' 

Level 5, office next to main nursing station 



Coda 


Rac« 


Sax 


HT 


WT 


DOB 


Aga 


Hair 


Comp. 






Hat 


Coat 


Shirt 


Pants 


Shoaai 


W 


W 


F 


5 '5" 


125 


1-2-5C 


42 


brn 


light 


blue 


yes 












































































































Pfa^ 


arty • ( 


S)$tola 




fUtaat 


(RfaiNid (D) Painagart 


(R) AacovanM (E^ 


iCvWatica 




Coda 


QTf 




Sanai No. 


Vahia 


.Errtari^ 




5 


1 


I VAC temp, plus II 


0000000 












thermometer & holder 




$250.00 





















to 



Uftad 

NS 



YO HQ 



ffhoMiTalcan 
YQ Na 



D ATK; 

OMpoawonof g\^danoa 

N/A 



Total 



$250 



Jo 



noMvrty Card No. 



O Suspact Vahicia - (Colof) - 
□ vtcttm (Ucanaa 



(Madal). 

■ ffiaoaTowadl^ 



On November 10, 1992, Mrs. Smith, RN Level 5 noticed that the above listed Item 



had been removed from the nursing station. According to Mrs. Smith the thermometerj 



and holder was present with two other thermometers at ap proximately 1;00 PM 



At approximately 2:30 PM. the Item was missing. Mrs. Sm ith and her entire staff 
searched the entire area on level 5 f oio the Items, but could not locate them. 



Mrs. Smith furth 



er stated that a similar Incident had occurr ed In the department 



approximately one (I) month ago« 



According to a report filed by officer Wyatt 



Earp, on 10-21-92, the same type of thermometer was taken from the lev el 5 area. 
These details are reflected In SDR-250-92. Mr. Joseph Jones In the Dispatch/ 



Odtoar Aaaifnad 



2 0^ 3 0 



Ctaarsdby: Airaaia Oaand 0«Mr Maana □ 
Juvania Caid(4 Mada a Maa^ _ 



^aport for 

CflMdCampuMr 

Oam^^aiad By Waooida . 



YaaO No a 
YaaO NoO 
YbbQ NoQ 




1A 



WINCHESTER MEDICAL CENTER 
DEPARTMENT OF SAFETY & SECURITY SUPPLEMENTARY REPORT 

SDR-972-92 Grand Larceny 

NO. — . Classification of Offense — UCR CO 

o Winchester Medical Center 



Page No. . VICTIM'S NAME (Last name first) 

DETAILS OF OFFENSE. PROGRESS OF INVESTIGATION. ETC. Census Tract 



Dififrihution Department was contacted regarding the serial number issued by the 



Medical Center on the stolen item> Mr. Jones will notify the main Security Department 



as to the identifying number « 



12-02-92 > 11:30 AM— Checked with Mrs. Smit h and she st a f^d. "No one cleans up In the are^ 



until after 5:00 PM. There would be no hospital personnel in the area that was not staff 



or authorized to be there/' They have not found the missing item. 



I CERTIFY THAT TO THE BEST OF MY KNOWLEDGE THE INFORMATION SUPPLIED BY ME IS TRUE AND CORRECT. AND THAT 1 WILL TESTIFY IN COURT 
ASSIST IN THE PROSECUTION OF ANY AND ALL PERSONS RESPONSIBLE, 



SIGNATURE — COMPLAINANT/VICTIM 



STATUS: 



G UNFOUNDED 
□ INACTIVE 



□ CLEARED-ARREST 

□ EXCEPTIONAL CLF^RANCE 



S) PENDINC 



^^^^ rERED COMPUTER 
tRlL 




CLEARED COMPUTER- 



APPROVED BY 



. COMPLETED BY RECORDS. 
DATE 



75 



Comparison and Contrast 



• Definitions: For our purposes, comparison is defined as "showing likenesses", and 
contrast is defined as "showing differences". 

• However, you must do more in a comparison/contrast paper than show likenesses or 
differences in a particular topic. You must make a point about your topic. Why are you 
writing the paper (other than because youVe been asked!)? What do you hope it 
achieves? 

• Three possible positions: In comparison/contrast papers, you must choose one of three 
possible positions. These three positions are as follows: 1. ordinarily, x looks like y, 
but they're really different; 2, ordinarily, x doesn't look like y, but they're really alike; 
or, 3. X is better than y (or the opposite - y is better than x), 

• Once you've decided on the point you are trying to make in your paper, and you've 
chosen a position to take, you must then decide on an appropriate organizational method. 
Choose one of the three following methods: 

Bifi£k 

introduce subject (contains thesis statement) 
discuss X (transition) 
discuss y 

conclude (restate thesis) 

Similarities-Differences 

introduce subject (thesis) 
discuss similarities between x and y (transition) 
discuss differences between x and y 
conclude (restate thesis) 

Point-bv-Point 

introduce subject (thesis) 
discuss point 1 of x and y (transition) 
discuss point 2 of x and y (transition) 
discuss point 3 of x and y 
conclude (restate thesis) 
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JOB DESCRIPTION 



Personnel Assistant: 
Compensation Coordinator 



DEPARTMENT: Personnel 



JOB TITLE: 
Reports To: 

This job dsscrlptlon !• b«««d on an •valuation of tha poaltlon at tha tima thia daacrlptlon vaa writ tan. This 
job daacription will changa froa tiaa to tima aa taaka, organization and tachnology changa. Accordingly, tha 
enployar raaarvaa th« unXi»itad right to raviaa all or any part of thia job daacription and tha aaaantial 
functions of tha job and to add or aliainata aaaantial function* of any poaition. I^aaignation of any job duty 
as an "aaaantial function" i« not intandad aa an aaauranca or guarantaa that an aaployaa haa any right to 
parfora tha particular job duty, axcapt a« raquirad by tha ao^Ioyar. 



QUALIFICATIONS: (Physical Requirements Attached) 

High school diploma preferred. Previous experience in Personnel 
Department helpful. Must have experience with computers and data 
entry. Ability to type 35 wpm. Attention to detail with good 
mathematical skills a necessity. 



i 



TEMPERAMENT: 



***** 
******* 
******** 
******* 
***** 
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Re^xxisibility Area and Performanoe Standards 



Performance Rating 
1 2 3 4 
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C* A*R*E 

•Courtttsx - Consistttntly courteous to visitors^ patittnta 
and fallow •mplovMs whttthar speaking directly or by 
telephone. Routinely anticipates the needs of others and 
seeks opportunities ro be courteous • 

•Attitude - Manner of dressing, body language and verbal 
tone consistently conmunicates a positive r professional 
and friendly image. Generally inspires confidence • Is 
always receptive to constructive feedback and coaching • 
•Respect - Consistently demonstrates respect for self, 
the work being done ana the needs and feelings of 
patients and fellow workers. Always respects the rights 
and dignity of others. . , 

•Bnthusiasm - Frequently seeks opportunities j make 
positive comments and encourage others. Enccuraqes 
positive morale and enthusiasm emong the WMC employee 
ream. 



EFFECTIVE REVISION REVIEW DATE: 

DATE: DATE: 2/92 JDFOl 



I 
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Job Title: Personnel Assistant 



Page a 



***** 
***★*★★ 
******** 
******* 
***** 
* 



Respcxisibility Area and Perfonnanoe Standards 



Performance Rating 
1 2 3 4 



rUWCTIOH 

Initiate and maintain both hard copy and automated 
personnel files keeping records and data entry current. 
Produces and initiates reports as necessary including 
performance review notifications and other reports. 
Adheres to Winchester Medical Center personnel policies 
and brings to the attention of the Personnel Director. a^^Y 
transactions which are not in compliance with " * 

personnel/payroll policies and procedures. 



Initiate and maintain personnel files, both hard copy and 
through data entry into the computer system. 



Review all transaction forms for accuracy, consistency 
and compliance with Medical Center policy and insure that 
transaction data is recorded appropriately and in a 
timely manner* 



Maintain accurate and current personnel files, records of 
transactions and pay adjustments and other appropriate 
filing systems as needed insuring that all records are 
accessible and in proper order. 



Prepare special reports, data gathering and computer 
printouts .as needed. 



Assist department managers, supervisors and employees 
with questions and information needs while maintaining 
appropriate confidentiality. 



Generate the performance review notifications, COBRA 
notifications and other reports which may be required. 



Assists other Personnel Department units in providing 
information needs and coordination of efforts. 



PERFORMS OTHER DUTIES AS ASSIGNED. 




COMPLETES REQUIRED INSERVICBS ON SCHEDULE. 
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JOB DESCRIPTION 



JOB TITLE: COE STUDENT 



Reports To: BUSINESS OFFICE SUPERVISOR 



DEPARTMENT: FINANCE /ACCOUNTING 



I 



I 



This job description is based on an evaluation of the position at the time this description uas written. This Job 
description will change froai time to ti»e as tasks, organization and technology change. Accordingly, the en^Dloyer reserves 
the unlimited right to revise s or any part of this job description and the essential functions of the job and to add or 
eliminate essential functions o ^ny po^^ition. Designation of any job duty as an -essential function** is not intended as an fl 
assurance or guarantee that an esiployee has any right to pcrfom the particular job duty, except as required by the «if)loyer.B 



QUALIFICATIONS: (Physical Requirements Attached) 

High School Student participating in the Cooperative Education 
Program* 



TEMPERAMENT: 

Professional appearance and attitude* Ability to work quickly and 
accurately. 



20% 



Responsibi I ity Area and Performance Standards 



0 • A • R • E 

•Courtesy " Coniist^ntly courteous to visitors r patients 
and fellow employees whether speaking directly or by 
telephone • Routinely anticipates the needs of others and 
seeks opportunities ro be courteous. 

•Attitude - Manner of dressing, body language and verbal 
tone consistently communicates a positive r professional 
and friendly image. Generally inspires confidence. Is 
always receptive to constructive feedback and coaching. 

* Respect - Consistently demonstrates respect for self, 
the work being done and the needs and feelings of 
patients and fellow workers. Always respects the rights 
and dignity of others. 

* Enthusiasm - Frequently seeks opportunities to make 
positive comments and encourage others. Encourages 
positive morale and enthusiasm among the WMC employee 
team. 



Performance Rating 

1 2 3 4 
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EFFECTIVE 
DATE: IS May 92 



REVISION 
DATE: 



REVIEW DATE; 



JDFORM 
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Job Title: CQE STUDENT 



Page 2 



***** 
******* 
******** 
******* 
***** 



Responsibi I ity Area and Perfomnance Standards 



Performance Rating 
1 2 3 4 
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60% 



INTEROFFICE MAIL/OUTGOINQ MAIL 

CollectB/delivers/applies postage/bundles mail daily. 



20% 



FILING 

Files in-patient records in central filing storage. 



PERFORMS OTHER RELEVANT DUTIES AS REQUIRED. 
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE. 
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rarsiCAL JOB lEgj umMtwi ' s 

Job Title: COE STUDENT Depmrtmrnt FINANCE / ACCOUNTING 

P1ms« cbeck and/or couplet* the appropriate physical ripiir—iiits r^quixBd to perform t-H-i^ job. 

Vision 

Hust be able to visually identify and discern printed words on either typewritten pages or coaputer screen. 
Must be able to identify and differentiate colors. 
Must have depth perception within noraal ranges • 

Hearing 

Must be able to respond to spoken words and other auditory sounds including the ringing of telephone or 
beepers and ooninors* 

Must be able to respond and coanunicate orally by telephone. 

Lifting 

Must be able to bend, reach and lift patients with assistance to transport thcoi to stretchers /wheelchairs. 

Heavy lifting required (over pounds occasionally and pounds repetitively from ground level to 

shoulder height). 

Must be able to push and maneuver carts/stretchers/space saver loaded with weights of pounds. 

Tools and Eguipipenr 
Must be able to maneuver 



X 



(weight) (tool, describe) (length of tiae in shift) 

Must be able to handle power tools for % of an 8 hour shift. 

Must be able to use, operate and interpret information from equipment in work area. 

Speech 

Must b' able to verbally consunicate in the English language directly and over the telephone and be understood 
Range of Motion 

Must be able to climb (ladders and such) and be able to reach and balance from the Ladders. 
Must be able to kneel or squat for 70\-8O% of an 8 hour shift. 
Must be able to walk continually for 2-3 hours. 
Must be able to stand for hours straight. 

Must have mobility of all parts of the body, walking, b«iding, lifting, reaching above bead and use of hands. 
Speed, ability to work at a fast pace: 



X 



(activity) (measured requirement) (machinery or equipment used) 
Must have manual dexterity, fine motor skills (typing, colter, etc.) 

Working Conditions 

May be required to work near or with voltages (up to 480 volts AC). 
May have to work in hot (over 90 degrees F) or cold (under 20 degrees F) environment. 
Must be able to work tinder stress. 
May work in areas whare noise level exceeds db. 

Must be able to work owtiae (and some e^>loyees work rotation or call schedules). 
Must be able to work a rotating shift. 
Must be able to work •*on call." 

Some tasks may require sitting for X of the work day. 

Must be able to deal with verbally and physically coahative patients. 
Must be able to stmd and/or ■obiliie by walking for 80 X of an A hour shift. 
Ptist be able to work out of doors in varying types of weather. 

Must be able to utilize or wear protective equipment or apparel in accordance with OSHA standards and work 
within confined spaces. 

323 

Mental Cape^^ ^v 

Ffcist hxve mental capacity to fulfill the r^iuixeMnts of the job including problem lolTing, logic, cc-mmication 
md nMncal calcuUtlons. 



JOB DESCRIPTION 



JOB TITLE; SECRETARY DEPARIWENT: VOL/REC SERVICES 

Reports To: DIRECTOR OF VOL/REC SERVICES 

This job description is bastd on an evaluation of the position at the time this description was written. This Job 
description uiii chanoa frow time to time as tasks, organization and technology change. Accordingly, the enployer reserves 
the unlimited right to revise all or any part of this Job description and the essential functions of the job and to add or 
eliminate essential functions of any position. Designation of i»ny job duty as an ••-jssential function" is not intended as an 
assurance or guarantee that an employee has any right to perform the particular job duty, except as required by the ei^loyer. 



QUALIFICATIONS: (Physical Requirements Attached) 

Associate degree in secretarial science or equivalent education/vork 
experience preferred. 

Two years experience as a full charge secretary ♦ 
Proven competence in verbal and written communication skills. 
Knowledgeable about computers, word processing software, office 
equipment, budgets, ordering, supplies, and scheduling* 

Excellent people skills including some supervisory experience. 



TEMPERAMENT: 

Able to work with the public, speaks clearly, friendly disposition, uses resources 
competently. Attentive to detail, works quickly on multiple projects with deadlines while 
maintaining a pleasant, patient, tactxal demeanor with all contacts. 



« « « « « 
««««««« 
«««««««« 
««««««« 

« « « « « 



Ftesponsibi I ity Area and Perfomnance Standards 



PerformancQ Rating 
1 2 3 4 
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20% 



» A • R • E 

' Courtesy - Consistently courteous to visitors, patients 
and fellow employees whether speaking directly or by 
telephone. Routinely anticipates the needs of others and 
seeks opportunities to be courteous. 

•Attxtuae - Manner of dressing, body language and verbal 
tone cpnsistently communicates a positive, professional 
and friendly image. Generally inspires confidence. Is 
always receptive to constructive feedback and coaching. 
*R*»P*ct - Consistently demonstrates respect for self, 
the work being done and the needs and feelings of 
patients and fellow workers. Always respects the rights 
and dignity of others. 

•Entbusiasa - Frequently seeks opportunities to make 
positive comments and encourage others. Encourages 
positive morale and enthusiasm among the WMC employee 



EFFECTIVE REVISION REVIEW DATE: 

DATE: 15 May 92 DATE: JDFORM 
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Job Title: SECRETARY 
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Re^xjnsibility Area and Performanoe Standards 



Perf oxrmance Ratinq 
1 2 3 4 



25% 



PRODUCTION 



-Types and proofs a variety of material including 
correspondence, memos, reports, charts, and surveys 
accurately meeting deadlines 95% of the time. 

-Edits, copies, collates, assembles reports and dociunents 
accurately. 

-Opens, reviews, and distributes departmental mail. 
-Compiles required statistics accurately. 
-Routes all distributed material appropriately. 



25% 



INFORMATION 

-Maintains profiles on volunteers, auxiliary members, 
follies, lights of love contributors. Lifeline subscribers 
including payment of dues and/or fees, TB records, hours 
given, awards received, and other information necessary to 
the operation of the department. 

-Updates all kept information by the 5th day of the next 
month meeting all departmental and WMC deadlines. 

-Reviews information regularly assuring 100% accuracy. 

-Identifies discrepancies and initiates corrective action. 

-Consults with Department Director as necessary concerning 
information storage, retrieval, and dissemination. 
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Job Title: SECRETARY 



Page 
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Re^xraisibility Area and Perf ormajxs Standards 



Performance R^iting 
12 3 4 
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10% 



SCHEDULING 

Prepares 4-week schedule for receptionistB covering all 
approved APL, Sick Leave, and other approved absences. 

-Reviews and prepares payroll data for the department 
including Gift Shop personnel. 

-Records all scheduled and unscheduled absences by staff 
and volunteers substituting trained staff and volunteers 
maintaining appropriate staffing levels. 

-Initiates remembrance for volunteers and staff who are 
ill. 

-Maximires resources including staff through good 
utilization. 



10% 



XELEPHONg ry^TM s/VISITORS 

-Answers telephones, screens calls, and takes accurate 
messages or relays information within scope of authority. 

-Consistently makes callers and visitors/volunteers feel 
welcome. 

-Greets all visitors and/or volunteers/staff upon entering 
office, ascertains needs and provides information 
appropriately with 99% accuracy. 

-Obtains all departmental messages from the switchboard 
each morning and relays messages appropriately. 

-Checks the computer at least twice a day for messages 
and/or mail. 

-Moves quickly from one task to another maximizing 

efficiency by using all equipment features. 
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Page 4 

Job Title: SECRETARY 
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Performance Rating 1 
1 2 3 4 r 
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Re^xDnsibility Area and Perfonnarce Standards 
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5% 


RECORD KEEPING 

-Establiahea and maintains department files. 

-Orders and maintains adequate equipment and supplies. 

-Monitors expenditures maintaining levels specified in 
departmental budgets. 

-Coordinates and schedules appointments. 

-Accepts application for volunteers, EMT's, and Lifeline 
subscribers and assures their completeness. 

-Maintains records and files for all inservices, TB Tests, 
and orientations as well as copies of driver's licenses 
where required. 










5% 


POLICIES^ CAREER GROWTH AND DEVELOPMENT 










-Maintains established hospital /departmental policies , 
procedures, objectives, quality assurance, safety, 
environmental, and infection control policies. 

-Attends inservice meetings as offe-^ed. 

-Accepts and performs additional assignments as scheduled. 

-Assists staff and volunteers as needed in completion of 
daily tasks. 

-Identifies own learning needs and seeks opportunities for 
growth. 




PERFORMS OTHER RELEVANT DUTIES AS REQUIRED. 
COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE. 
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mSIGAL JOB KfiQCIRSasiIS 
Job Title: IDB^AR^ MENT ^eCASTAA j DapartMit VeiVuA A«>o<-^\ Pg^^f i^v AfN'.'^-l ,^ 
Pleaise check andlor caaf)letje the apyiupri mte pfaysic^l g>qti1 rmtas required to perfora this job. 

Vision 

Must be able to visx^lly identify and discern printed words on either typewritten pages or computer screen. 
Must be able to identify and differentiate colors. 
Must have depth perception within noznal ranges. 

Hearing 

Must be able to respond to spoken words and other axiditory sounds including the ringing of telephone or 
beepers and monitors. 

Must be able to respond and coiamunicate orally by telephone. 

Lifting 

Must be able to bend, reach and lift patients with assistance to transport them to stretchers /wheel chairs, 

Heavy lifting required (over pounds occasionally and pounds repetitively from groxmd level to 

shoulder height). 

Must be able to push and maneuver carts /stretchers /space saver loaded with weights of / o o pounds. 
Tools and Eouipment 

Must be able to maneuver 



4^ 



(weight) ' (tool, describe) (length of tine in shift) 

Must be able to handle power tools for \ of an 8 hour shift. 

i-^ Must be able to use, operate and interpret information from equipment in work area. 

Speech 

Must be able to verbally communicate in the English language directly and over the telephone and be understood 
Range of Motion 

Must be able to climb (ladders and such) and be able to reach and balance from the ladders. 

Must be able to kneel or sqxiat for 70%-'80% of an 8 hour shift. 

Must be able to walk continually for 2-3 hours. 
Must be able to stand for hoxirs straight. 

Must have mobility of all parts of the body, walking, bending, lifting, reaching above head and use of hands. 

Speed, ability to work at a fast pace: , , 



(activity) (measured requirement') (machinery or equipment used) 
Must have manual dexterity, fine motor skills (typing, computer, etc.) 

Working Conditions *^ 

May be required to work near or with voltages (up to i^SO volts AC). 

May have to work in hot (over 90 degrees F) or cold (under 20 degrees F) environment. 

u-^^ Must be able to work under stress. 
May work in areas where noise level exceeds db. 

*^^ Must be able to work overtiae (and some employees work rotation or call schedules). 

Must be able to work a rotating shift. 

Must be able to work "on call." 

^ Some tasks may require sitting for 9^ \ of the work day. 

Must be able to deal with verbally and physically combative patients. 

Must be able to stand and/or mobilize by walking for % of an 8 hoxir shift. 

____ Must be able to work out of doors in varying types of weather. 

Must be able to utilize or wear protective equipment or apparel in accordance with OSKA standards end work 

within confined spaces. 

Mental Capacity 

^ Must have mental capacity to fulfill the requirements of the job including problem solving, logic, communicati 

y and numerical calculations. 
^ Must be able to read and tmderstand written InstTuctions in English. 
Accurate recall and Msory. 
^ Must be able to use JudgMnt in making decisions and choices. 
ERIC Project PRO'! Workplace Writing 228 S***"* I, ptfe 36 
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JOB DESCRIPTION 



JOB TITLE: 
Reports To: 



Department Secretary 

Personnel Director and Assistant Personnel Director 



DEPARTMENT : Personnel 



This job description is bassd on an svmlumtion of ths position at ths tiM this description lams written. This 
job description will changs froa tine to titts as tasks, organization and technology change. Accordingly, the 
employer reserves th* unlimited right to reviea all or any part of thie job deecription and the eesential 
functions of the job and to add or eliminate essential fxmctions of any position. . Designation of any job duty 
as an 'essential function* is not intended as an ass\irancs or guarantee that an enqployee^hae any right to 
perform the particular job duty, except as rsquirsd by ths eaploysr. 



1 
I 



QUALIFICATIONS: (Physical Requirements Attached) 

Education beyond high school level or work experience demonstrating 
administrative skills. Must be exceptional in spelling, grammar and 
punctuation. Typing 60+ wpm and familiarity with dictating or word 
processing equipment. Strong situational analysis skills and ability 
to communicate effectively on a wide range of levels. Two to five 
years previous office experience. 



TEMPERAMENT: 
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Responsibility Area and Performance Standards 



C • A • R. S 

•CourtMy - Consistttntly courteous to visitors, patisnts 
and fellow emplovMs whether speaking directly or by 
telephone. Routinely anticipates the needs ot others and 
seeks opportunities to be courteous. 

•Attituae - Manner of dressing, body language and verbal 
tone consistently communicates a positive, professional 
and friendly image. Generally inspires confidence. Is 
always receptive to constructive feedback and coaching. 
•Respect consistently demonstrates respect for self, 
the work being done ana the needs and feelings of 
patients and fellow workers. Always respects the rights 
and dignity of others. 

•Enthusiasm - Frequently seeks opportunities to make 
positive convnents and encourage others. Encourages 

fositive morale and enthusiasm among the WHO employee 
eam. 



Performance Rating 
1 2 3 4 
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EFFECTIVE 
DATE: 



REVISION 
DATE: 6/92 



REVIEW DATE: 



JDFOS 
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Page 2. 

Job Title: Department Secretary ~ Personnel 
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Be^x^ibility Area and Perf Grmanoe Standards 



Performanc* Rating 

1 2 3 4 



G 
n 



40% 



PROVIDE SECRETARIAL SUPPORT TO DEPARTMENT STAFF 

A. Prepare routine correspondence , reports, letters r 
memos and special projects in a confidential manner 
for department staff. 

B. All typed material is consistently prepared in a 
timely manner meeting stated deadlines 98% of the 
time. 

C. Schedule or arrange meetings, appointments and trips 
for Personnel Department. 

D. Answer telephone and forward messages accurately. 
Also, appropriately screen calls and make referrals 
when necessary. 

E. Distribute interoffice and U.S. mail to correct 
individuals. 

F. Maintain and distribute established Medical Center / 
departmental policies, procedures and objectives. 

G. Operate dictaphone efficiently. 

H. Prepare, submit and follow-up travel requests and 
reimbursements for the Personnel Department and 
Employee Health staff and remain within budget 
allowances. 

I. Maintain current and accurate information on employee 
bulletin board. 



10% 



MAINTAIN REQUIRED STATISTICS 

A. Monitor and record time records for Personnel and 
Employee Health staff each pay period for review by 
the Payroll office. 

B. Maintain accurate sign*>up and attendance records for 
Management Training courses. 
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Page 

Job Title: Department Secretary - Personnel 
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Responsibility Area and Perf onxar»oe Standards 



Performance Rating 
12 3 4 



o 

e 

n 
e 
r 
a 

1 
1 

y 3 
t 

E a 

X n 
c d 
e a 
e r 

d d 



15% 



PRODUCE BADGES FOR EMPLOYEES, VOLUNTEERS, STUDENTS AND 
VISITORS AS NECESSARY 

A« Print badges as needed. 

B* Maintain appropriate records for badge system. 

C. Coordinate replacement badges and level adjustments 
as needed. 



5% 



ORDER, RECEIVE, DISBURSE AND MAINTAIN OFFICE SUPPLIES AND 
MATERIALS 

A. Office supplies are inventoried and neatly 
maintained* 

B. Respond to special reqn^ests for materials when needed 
immediately. 

C. Verify cost centers. 

D. Keep photocopier running smoothly for departmental 
use. 

E. Report work orders to Maintenance only with prior 
approval. 

F. Prepare printing requests for submission to Print 
Shop as needed. 



erJc 



33 2 



Project PRO'i Woriq^lace Writing 



SectioD h ptge 39 



Page ± 

Job Title: Department Secretary ~ Personnel 









Performance Rating 
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Responsibility Area and Performance Standards 
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10% 


COORDINATE VARIOUS FUNCTIONS ON AN AS NEEDED BASIS 
















A. 


Assist with Retirement Receptions and coordinate with 


















Dietary Department and President to insure room 


















reservations/ set-ups/refreshments are in order. 


















Alsor communicate with McDonalds 's Trophy World if 


















silver tray is needed. 


















Requisition funeral flowers in accordance with 


















established policy. 
















C. 


Puirnish front desk assistance as needed. 
















D. 


Assist co-workers with priority or special tasks. 
















E. 


Perform other duties as assigned. 
















COMPLETES REQUIRED INSERVICE TRAINING ON SCHEDULE. 
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Elements of Writing Instructions 



1. Introduction 

a. subject: usually found in the first sentence. "This manual tells you how 
to..." 

*b. aim: tells the reader of the capabilities of the equipment. "This 

computer, depending on the software installed, may do one or 
more of the following: ..." 

c. intended readers: 

tells who the instructions are written for. "These instructions were 
written for people who don't have a strong computer background. " 

d. scope: answers the question, "What kinds of things will we learn from 

reading these instructions and what won't we learn?" 

e. organization: 

tells how the instructions are organized, i.e. by chapter, section, 
etc. "These instructions are organized into three parts." 

*f. usage: tells how to use the set of instructions. "Read these instructions 

for hardware usage before you begin. Refer to the applicable 
software documentation if required." 

*g. motiyation: 

tells your reader why he/she should read the instructions. "Read 
these instructions carefully so you can operate the fire extinguisher 
properly." 
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Elements of Writing Instructions (continued) 



*2. Description of Equipment 

shows the location and explains the function of a piece of 
equipment's parts. 

3. Theory of Operation 

tells how what you're talking about is suppose to function versus 
how it might function. 

4. List of Materials and Equipment 

5. Directions 

6. Troubleshooting Guide 

* = optional 
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Section I, page 42 



HOW TO WRITE INSTRUCTIONS 

When you need to explain in writing how to sometning, a set of 
instructions is your best choice. 3y enumerating the steps, you 
'.T/tTJT.y ^Sr' readers to perform the process xn the correct . 
cioouence. Your coal is to provide a clear, self suT.icienT: 
llplSnlllon so rSaders can perform the task independently. 

Equipment needed; W riting materials 

Prepa ring to Write Useful Ins tructions domnnstrate it 

i: Perform the tasK yoursel T, or ask experrs t:o demonstrate it 
iir- dea«ieribe it to you in detail. 

r-,^?^'^i™i^^-HTw= ,^^;,ders' familiarity with the process so 



3. 



2 Analyze prospective readers' familiarity with the Process = 
JSu caS Srite instructions at their level of undersranding , 

Making Your Ins tructions Clear = i i ==+• of 

L. inciuae tour elements as needed: an ^iniSl ved 

equipment and materials, a description of the steps invoivea 

2. rxp^2!n^In^?S:'o?CSing"hf ¥hi°Srocess is important and how 
SLl^i^tSl S?o2eir?nto'^SSS??rsimple steps, presented in 
PreSSnfthrsSI^A a numbered list, or present them in 

5. ?r?^r??oJSSr Involves more than ten steps, divide them into 
nrouDS or staqes identified with headings. ^ ^ ^ .,w^ 

6. ^h^aS: Sich s?eo as a command ( "Do this;- ^^J^^^^sf signs" 
should do this"); use active verbs ^ V? n J nreSlS i?25ific 
instead of "Be alert for these signs"); use precise, speciTiu 
terms ("three" instead of "several"). ^Hc^*-H^r- ^ 

7 When appropriate, indicate how readers may tell whether a 
stSS haS been performed correctly and how one step may 
Influence another. Supply warning when P«^3°^Sit^ , t^I^^?^,^ 
incorrectly could result in damage or injury, but limit the 
iiumSer of Earnings so readers do not underestimate their 

a IncludrSfigrams of complicated devices, and refer to them in 

9. ISL;??ze'^^if fm;o??:Ace of the process and the expected 
results in the conclusion. 

Testin g Your Instruction s and 

Review the Instruc tions to be sure they ^i^^ . 

complete. Also judge whether you have provided too much 

2. ftSk^imeone else to read the instructions and tell you 
whether they make sense and are easy tc follow. 

Bovee, Courtland L. and John V. Thill. Business Communications^^ 
today^ ^New York: Random House, i.98S'. p 
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Argumentat ion 



What is a formal argument? It is an ^i-dei-Iy arrangement rarefully 
definec terms and prcperiy ^jualiiied statements, backed by evidence, 
which support a single thesis. More specifically, for us, it is a written 
attempt to' c^nvlnce or persuade the reader- that he shouii believe 
something or io something, or coth- 

You lea.d your reader to a^^ree with you not by force or deception, but 
by tne legitimate power of y jur oersuasion. 

The five elements -hat ::\ake y-zui' formal argument persuasive are: 

a, A liuman approao::. Y i .\ ihust strike your reader as an honest, 
believable person who has a g'r^nuine interest both in what you are 
talking about and ycur reader. 

b. Solid evidence. You wi.l nor re] 7 on assertions. You will use 
facts, details, statistics, or testimony from authorities to back 
up your statements- 

c- Authoritative evidence. Rely on pra iciii, known authorities to 
back up what you're st atinc. Theoretic tA approaches aren't nearly 
as effective in the business comniunity. 

d- Avoid Fallacies. Avoid lo^^ic *=^rro:'3 and appeals to emotion. 

e. Have a clear argumentative -organization. Organize your argument 
so that your reader can understa.nd all its :^arts and hew the 
parts relate to each other an»i to ycur rr.ain point ^thesis), 

I.ntro: State problem 

State thesis 
define terms 

Body: first point - evidence (begin w:t:i wea.^est, wor:< 
towards strongest) 
second point ^ evidence 
third coint t- evidence 

'^^•n :Tu3lon: 

r-state tnesis and emphasize reo:mr.iendations and 

their benefits 
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' 'Coimiiuli ca 1 1 on : s some th IrM so 
simple 3Jid difficult that .'.v :^an 
never put it in simple wo2\i^-. 

?W3 
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Section 11. Writing Activities 
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ACTIVITY # 01 

In one sentence, write what the statement, "To write is to act." means. 
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ACTIVITY # 02 



Select one piece of paper from the in-basket your facilitator has placed on the desk. 
Read the scenario and respond accordingly. After you have responded, you will be asked to 
exchange your written response with a peer. Evaluate one another's response in terms of its 
effectiveness and the reader-centered writing approach that we discussed earlier. 



r ^ 
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Scenario 1: 



WMC's Employee Relations Coordinator, Ann Coulter, has just informed your supervisor 
that registration for the second semester of the Medical Center's employee education program 
will begin in approximately two months. Ann has asked your supervisor, at the next department 
meeting, to mention the program and its registration process. She has also requested that your 
department discuss the relevancy of current course offerings (math, reading, business writing, 
medical terminology, and introduction to computers) and any suggestions for other courses. 

During the meeting, Ann has suggested that your supervisor ask those people currentiy 
participating in the program to highlight their classroom experiences. Ann plans to use the 
participants' experiences to encourage others to enroll in the upcoming semester. 

The next department meeting is scheduled for 31 August at 3:30pm. Write a memo in 
which you address (1) the relevancy of courses, (2) suggestions for other courses, and (3) your 
current educational experience. Be prepared to share this memo with the rest of your 
department. 



Scenario 2: 

You've been asked to organize your department's annual picnic. You have decided to 
form four committees: food, beverage, entertainment, and activities. The date for the picnic has 
been set for October 5th, 1992 at Jim Bamett Park in Winchester. Two people from your 
department have already volunteered to head up the beverage committee and the activities 
committee. Draft a letter to the rest of your dq)artment (1) soliciting ideas for a major theme 
for the outing and asking for volunteers to (2) head the two remaining committees, and (3) assist 
the committee heads. 



ERIC 
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Scenario 3: 



You are a Security Guard who has noticed in her regularly scheduled rounds of the 
premises, that many hospital employees' cars are parked in the visitor's parking area. Your 
Supervisor has emphasized the fact that you need to remind hospital employees of WMC's 
parking regulations* Draft a memo for all hospital employees that (1) cites the wording of the 
applicable regulation, (2) explains the regulation in laymen's language, and (3) directs the 
employees to the proper parking areas. 



Scenario 4: 



The /. V. is beginning a new colunm that focuses on employees that epitomize the philosophy of 
the C. A.R.E. program. You know a person whom you feel deserves this recognition. Write an 
article for this colunm that (1) nominates this person (including brief background information), 
(2) describes the particular aspect of the C.A.R.E philosophy involved, and (3) recounts the 
situations in which your friend has demonstrated these characteristics. 
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ACTIVITY # 03 



Identify a problem that exists in your department. This problem should be a procedural 
issue not a policy issue. Write a memo to your supervisor in which you (1) identify the 
problem, (2) cite examples of the problem, and (3) offer suggestions for improvement or 
resolution. 



ERIC 
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ACTIVITY # 04 



The Business Letter 

The Friendly Co-Worker Program 

For the past year and a half, you have been working for WMC as a liaison between the 
personnel office and the DPSs in order to recruit and retain the highest quality nursing staff 
available. As a result, your responsibilities are quite numerous, and you often find yourself 
.working closely with the facilitator of the WMC C.A.R.E. program because, as both you and 
hospital administrators believe, new hires should have the same patient/co-worker philosophy 
as is presented in the C.A.R.E. program. 

Recently, you established a "friendly co-worker" program in which current employees 
are assigned to orient new employees to the company and, if necessary, to Winchester/Frederick 
County. Although it would be easy enough for WMC simply to mail a new employee the 
available printed material (such as brochures and maps) describing the area, you think that a 
letter from a present employee would be more personal and more effective, while creating a real 
team-building atmosphere. 

Since you developed this idea of the "friendly co-worker" program and it has not yet 
been tried by anyone, you have volunteered to be the first person assigned an incoming 
employee. You know only the following items about the new employee: her name is Hannah 
Boyd; she has been hired to work in the CCU; and, she is moving here from Atlanta, Georgia. 
She starts work in just a month, and you're anxious to get your letter in the mail as soon as 
possible. 

Assignment: 

Following the process approach to writing that we have discussed in class, write a letter to 
Hannah. 



r ^ 
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ACTIVITY # 05 



Scenario; 

You work in the Business Office and encounter one of the situations shown below. You 
are aware that your department generally responds to patients by means of established form 
letters; however, you feel that none of the letters appropriately addresses these particular 
situations. 



Task: 

Choose one of the situations shown below and write a letter in which you identify and 
address the situation that needs to be resolved. 



Situations; 

1. A former patient, Susan Young, has sent in less than her required payment. Contact Dr. 
Young concerning her reduced payment. 

2. John Taylor, a recent WMC patient, transferred to another facility before making 
payment plans with your office. Send Mr. Taylor a credit application and request proof 
of his income and tax returns so you can establish a payment schedule with him. 

3. David Jones has an established payment plan and has paid WMC consistently over a 
period of three years. He has, however, recently stopped making payments. Contact 
Mr. Jones to see if his financial situation has changed and if he might qualify for 
assistance or need to adjust his payment amount. 
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ACTIVITY # 06 



This activity relies heavily on listening skills and "asking the right questions" skills. 
Both of these skill groups are interconnected with technical writing and therefore provide a much 
needed and relevant opportunity to discuss and then exercise them. Read the following 
instructions, wait for your assignment, and then complete the activity. 

Divide yourselves into two-person teams. Within each team, one person will label 
him/herself a number one and the other will label him/herself a number two. All the number 
ones will follow a set of directions give to them, and likewise for the number twos. The groups 
(of ones and twos) may not communicate in any manner about the nature of the given 
assignment. 



r ^ 
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WINCHESTER MEDICAL CENTER 
DEPARTMENT OF SAFETY & SECURITY INCIDENT REPORT 



Incident No. 



Classification 



(A 
ui 
S 



Betwaan 



Oatt <t Tlmt Rtctivtd 



Tlmt Assiftntd 



Tlmt Arrwad Scana 



Tima Claarad Scana 



Officar Astignad 



Tima of Occurrence 



Day of week 



How Reoortad 



Day - 
Nignt - 
Unknown - 



— ' — ' rTT-Ti Phone _ Letter 

Z!Z|Z!Z!Z:-|-| Alarm Z_ Other ^ 
S ' M I T ' W I T : F 1 S i Personal _ 



< 
1 



I 
I 
I 
I 
I 
I 
I 

I 
I 
I 



Viaim s Name (Last. First. MiCdia-BUSiNESS) 



, Race I Sex i OOB . Age I Business Phone 



Victim's Address 



Home Phone 



Information Raportec By 



Address 



Phone 



Place Where Offense Occurred 



(W) Witnesses 



(S) Suspacta 



(V) Victim 



(R) Runaway 



(M) Missing Parson 



(A) Arrastaaa 



Code 



Name 



Address 



Phone 



Social Secunty Numbar 



Oaacription of aH Pafsons (usa coda > (W) (S) (V) (R) (M) (A) 



Coda I Race i Sex i HT 



WT 



OOB I Age I Hair 



Como. ' Eyes : Glasses I Hat I Coat 



Shirt 



Parts 



I 



Shoes 



Pfoparty - (S) Stolen 



(L) Lost 



(F) Found 



(D) Damaged 



(R) Raeovarad 



(6) EvManca 



Coda 



QTY 



Description 



Serial No. 



value ■ Entefd 



Latents Lifted 

YC NC 



Statements Taken 

Y'Z NC 



Photos Taken 

YG NC 



Disposition of Evidence I 



Property Card No. 



' Total 



Z Suspect Vehicle • (Color) 

Z Victim (License »)_ 



.(Year). 



.(State). 



. (Make) 



(Model) 

. (Place Towed) ^ 



Nairatlva • tnduda dattUa not mamionad attova | 



1 



Fottow Up Assigned 



2 Z 



Officer Assigned 
Case Claerad by: 



Arrest C Claarad Other Means C 
juvanila Card(a) Made G Nos. _ 
unfounded □ 



Will Prosecute Yes - No : 
Case File Yes Z No 
Report for Commonwealth Yes Z No 
Entered Computer 



Completed By Records 



ERLC 



toy. 



Approvad t>y. 
Raviawa d fty, 



Date. 
Date. 
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WINCHESTER MEDICAL CENTER 
DEPARTMENT OF SAFETY & SECURITY SUPPLEMENTARY REPORT 




, CERTIFY THAT TO THE BEST OF MY KNOWLEDGE THE INFORMATION SUPPLIED BY ME IS TRUE AND CORRECT. AND THAT I WILL TESTIFY IN COURT At 
ASSIST IN THE PROSECUTION OF ANY AND ALL PERSONS RESPONSIBLE. 



SIGNATURE — COMPUIN ANT/VICTIM 

STATUS: C UNR3UN0ED 
n INACTIVE 



Z CLEAREO-ARREST 
C EXCEPTIONAL CLEARANCE 



Z PENDING 



.CLEARED COMPUTER. 



ACTIVITY # 06 - QUESTIONS 



1. What are listening skills? 



2. How do they impact technical writing? 



3. Did you find any part of the activity difficult to complete? If so, which part? 



4. What did you learn from this assignment? 



5. Would you handle the interviewing and writing portion of the assignment any differently 
if you were required to perform it again? 
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ACTIVITY # 07 



Brainstonn for five minutes the job related tasks you perform on a daily basis. 

Your facilitator will provide you with a copy of your current job description. Read this 
document carefully and note any discrepancies you find between the job description and the 
activities you actually perform. 

Task: 

Write a comparison paper in which you compare/contrast your job descriptio i and your normal, 
daily activities. 
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ACTIVITY # 08 



Writing Instructions 

Choose an activity you perforai regularly on your job. Write a set of instructions that reflect 
the necessary steps to be taken in order to perform the activity successfully. 

Your paper should include the appropriate elements from the lists on pages 41-42, in Section I 
of this Activity Book. 
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Section II, page 13 



ACTIVITY # 09 



Leslie Kelley, from WMC's Personnel Dq»rtment» received a call £rom James Wood 
High School's CH^^) academic and vocational guidance counselors in which they asked if 
supervisors from various departments would be willing to meet with JWHS students in order to 
explain their d^artment's fimction. After her conversation with the guidance counselors, Leslie 
contacted supervisors from the following dq>artments: 

• Orthopedics 

• Inpatient Insurance 

• Shenandoah Valley Cancer Center 

• Security 

• Credit 

• Respiratory Services 

• Radiology 

• Environmental Services 

• Laboratory 

• Dispatch 

• Occupational Therapy 

• Nutrition Services 

• Personnel 

• Volunteers 

• COE Student 

• Recovery Room 

Your supervisor believes speaking with high school seniors is a very valuable tool in 
recruiting potential employees; however, he/she will be on vacation during the week the students 
are coming to the Medical Center. As a result, your supervisor has asked you to explain your 
department's function within the WMC environment. 

Your facilitator will provide you with a list of the persons who will be meeting with the 
JWHS students and the department they will be representing. After receiving the list, (1) 
interview the person in this dass that actually rq)resents the department you will discussing, (2) 
generate ideas, using one of the techniques we discussed in class, about what you will include 
in your presentation, and (3) write up your ideas in paragraph form. (Don't forget about the 
process 2q[rproach!) 
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S«ctioQ Q, p«ge 14 



ACTIVITY # 10 



{This scenario is fabricated for the purposes of this class!) 



WMC is revising its procedure for the way it handles employee performance evaluations. The 
new method of evaluation will be for each employee to write a persuasive narrative in which 
he/she reports on his/her activities for the preceding year and indicates why he/she should 
receive a merit salary increase. Remember that each employee must fully support and document 
his/her case. This will be the only opportunity to become eligible for this hypothetical merit 
salary increase. 

Things to think about: 
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Ten Sentences - Grammar Review 

Identify and correct any errors you find in the sentences below. 

1. The Writer's Forum. Do you enjoy writing and are looking for helpful criticism to 
improve? 

2. We are planning to revert .back to personal contact as our main sales strategy. 

3. Our telephone offers some very unique features. 

4. She died in the home in which she was bom at the age of 88. 

5. Past experience shows that Michael is a reliable employee. 

6. It is the most unique movie you will ever see. 

7. The parent ordered the children to sit down angrily. 

8. (Newspaper headline) "Child teaching expert to speak." - Birmingham Post Herald. 
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Section ni, page 1 



Ten Sentences - Grammar Review (continued) 

9. By the time I arrived, the festivities were over with. 

10. "Abraham Lincoln wrote the Gettysburg Address while traveling from Washington to 
Gettysburg on the back of an envelope." - Louis Untermeyer 
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Modifier Errors (and other unintentional grammatical slips...) 

Taken from actual advertisements and signs: 

■Vautlon: Blade Extremely Sha>T' Keep Out Children! 
Dog for sale, eats rxnythlrig, especially fend ct cnildren. 
"Semi -Live Entertainment ' 

Taken from actual insurance accident forms: 

7^ ^^.^ r^'--}' r h^^' ^we^-^v^ a ^-^wnbcr of times before I hit 

"The guy was all over tne r^'cia, i .-^ao ^-wc-. zi ..tM..^^± 

him. " 

■I pulled away from zhe side of the i^.->ad, glas:ced at my another- in- law, ai^d 
headed over the emba/iJaient. " 

■ The pedestrian had no Idea which way t. go. so I ran over hiin. 
Taken from actual welfare applications: 
■Mrs. Jones hasnt had a^w clothes for a year a::d has been visited re^.arly iy 
the clergy. " 

■■[ am glad to import that my husbaiid who is ::::sslng is dead. - 
Taken from actual physician dictations: 

■Fatlent died in his 90 s of female tr-i.ble i.n :p>^state a::d k::u:eys. ' 
-Disohai^ge status: .^Ilve but without peiwission. - 

■Both the patient and the niwse herself :>pported i:ass:ng flatus. 



^u^sor, Terry L- :ia.i.n^Hum:lILv^^ 

" ' =^wtlv Los A:to3, Ca: Cris:- ?-ucl ; :at:o r.3. .r.c. .^-ca. p. 4-.. 
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Redundant Word Pairs 



Do you or have you ever used any of the following redundant word pairs? 





Instead of... 


about 


at about 


above 


up above 


alike 


both alike 


band 


live band 


beginner 


new beginner 


check 


check into 


connect 


connect up 


continue 


continue on 


converted 


converted over 


cooperate 


cooperate together 


enter 


enter into 


etc. 


and etc. 


experience 


past experience 


foresight 


prior foresight 


gift 


free gift 


identical 


same identical 


otherwise 


as otherwise 


plan 


pre-plan 


practice 


customary practice 


repeat 


repeat again 


same 


exact same 


together 


both together 
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Classic Humorous Memos 



Halley^s Comet Has a Special Visit 

An insurance carrier shared this series of memos on "Halley's Comet 
Communication Gap. " 



and the 



Pz^sident to Vice Px-^sldent: "Tomorrow, at approximately 9:00pm, Halley's 
Comet will be visible in this area, an event which occurs only once every 75 
years. Have all employees assemble in the parking lot and I will explain this 
rare phe»^omenon to them. In case of rain we will nc*: be able to see anything, 
so asse: e in the cafeteria and I will show them tilms on it. 

Regional Dizy^ctord^ to Office Managex'-s (two memos later): "By executive order 
of the president, tomorrow at 9:00am the phenomenal Halley's Comet will appear 
in the cafeteria. In case of rain in the parking lot, the president will give an 
order, something that takes place only once every 75 years. 



rrom: 
Paulson, Te^cry L. 



Making Humor Work: Take Your Job S.^ riouslv and Yourself 



LiEtiiy. Los Altos, CA: Crisp Publications, Inc., 1989, p. 
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Betty, 



Einna & The Laundry Department Staff: 
t • • • • 

We the Varsity Cheerleaders of Musselman 

• • • • • • 

High School would like to take this opportuni 
to persbnally ^THANK VbU" all* for keeping us 
all^of yo\i» old sheets so •that ve«can maKe 
our sigps for gur Foot^ll gaipes. *n\jLs has 

really been a G-R-E-A-T help to us for the 

• • • • • • 

past two years, not only does it save us 

money but theyVeally work great. At all of 

our^gaines vfe feel that we ^ve thfe best * 

decorate f iel4 and ve^ ove all of it 4ud all 

of ^ou. So^once again we'jd like to say 

"THANK YOU" and to let all of you know that 
• • • • • 

ve think that your a G-R-E-A-T group of 

people and ^ asset* to Winchester fiedical * 
Center! 4 ! ! ! 

"^^^^TOANKS 

*92 AK>leinen 
Cheerleaders 
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Vhr «r« v,« offariag you a rrnthw costly AtttoMtic Drip 



Qaar TaMxm 

VQxy «r« v»« <)SA«'>'M*ii ^r"— ~ — 

Coffa«Mkar £*••» iu«1: for try lag Gavali** 

For that amttar. why ara w« giving you a ehoiea of 
Caffaaaakar colors— atmmiag jat black or alagaat soft whitaT 

Quit a aiaply. it* a to anaura that you taata our uniqua 
coffaa at ita richaat and aoat flavorful. Onca you do. 
wa'ra hoping you'll want to continua anloying it. 

Frankly, it iaa't much of a gaafala. Bacauaa you wara 
salaetad to racaiva this offar as soaaona who haa shown a 
prafavanea for tha flnar things In llfa. J««t tha sort ot 
paraon aoax likaly to anaoy Gavalia. ? 

With your first sip. you»ll ba joining a salact circla of 

Anarican coffaa lovars who shara an ofaaaaaion that 

Sa sail port town of Gavla. Swadan in! 853. For that is 

whan our foundar. Victor Thaodor Engwall. startad 

coapany that lad to tha saarch for a parfact cup of coffaa. 

Tha quast was handad down through ganarmtion* of Eagwalls. 
Sly^oastad. taatad. taatad and blandad tha world*. f±a..t 
coffaa baans until thay wara satisf iad thar. waa no batt.r 
coffaa. In tina. Gavalia waa appointad coffaa purvayor to 
Swadan' s Royal Court, an honor wa still hold. 



Today. Kings and coffaa lovars alika still prixa Javali. 
highly. For wa continua to bland up to six 
fro. tha world* s graataat pl«itation.. ^7?*^ ^^yan 
S»l da Mlna. baan. fro. tha rain fora^. of B'^^i- ^^-'JHc 



fro. Colonbia. Baans fro. tha aountain. of Gu«ta«la. and .o« 
But tha noat Important tasta taat is 7-* 



on* 



you can obtain a Trial Ship-ant of Gavalia 
n««d. for th. spaclal.prica of ^i^"-'^'** 
and ratum tha andoaad raaarvatien cartificata. 



(ovar. plaaaa...) 
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Padaac a«g±acrat:lon S*pr«a«at:aclv«a : 

¥«lcoB. CO clxe PacLac Raglstratlon System for Uinch.sc.r Madical C*acer! 

hav, composed Che followlag bookl.c, which I hop. you will find helnfTrl 
la «a<l€avorlag to larnrov* our ovaralT a^^,-,^ ya« wixj. ixaa txeipfui, 

so chac our nac±*«e7^^iri h ^^'^^f^ accuracy for pacieac r«giscracloaa , 

I hope you will fiad this booklett halpful aad Chac you will r2fer to ir 

rf« yorsis:-r.Srrnf .^^^r^^'^i - ^- • 

«.«loP^J?4!%cJe^^of " oa.exr.asloa-8065 or Sharoa Wysong, 

io^ouo«»^^^Cher of ua will welcome your iapuc aad suggesdoas. 
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WINCHESTER 



M S D I C A L Employee: 
CENTER 



I 
I 

November 6. 1992 | 

I 



WlDcbester Medical Center has received Board of Directors* approval for its 1993 bodgol 
tiiat provides for so rate increase in bospital charges. This is following a 1992 budget tbs 
i aci wdf i d only a 2.9% increase in rates. Tbe 1993 budget also calls for the continuation of|^ 
the cur.^em merit pay system (0*7% range) as well as periodic reviews of coxspec2tivt» 
salary rates with adjustments being made by job category wbere warranted. The budgeted* 
impaa of salary increases exceeds 4%. 

I 

The 1993 compensanon program for employees will continue to be based on the long' 
standing philosophy of rewarding meritorious job performance. We will continue to 
stxucmre salary ranges based on survey information gathered from local, regional axsdl 
national employers. Salary survey information is upgraded routinely throughout the year' 
and pay scale adjustments are made when appropriate. 

As in previous years, the following guidelines will be used for merit ina eases based on^ 
job performance: 

Below job standards 0% | 

Meeting job standards 3 % 



Exceeding job standards S % 

Outstanding performance 7% 



I 



ERIC 



Winchester Medical Center is sensitive to the high cost of heal± .sre today m the Um'ted 2 
States and is committed to being the high quality/low cost provider in ±e region. 
Sensitivity to bospital charges paid by our patients and/or their employers is coupled with m 
a genuine sensitivity to the salary needs of each employee. The 1993 budget strikes a I 
balance between these two demands placed upon Winchester Medical Center. 

Current bospital charge information indicates Winchester Medical Center is ■ 
best value in this region cotnparcd to other local area hospitals and high iisensi^ ' 
Since other hospitals will probably increase rates in 1993, the spread between Winchester ^ 
Medical Center rates and odiers will increase making Winchester Medical Center an even I 
better value for those who oeed health care services in 1993. ' 

I hope you will join me in continuing to work together with our medical staff to help I 
reduce health care costs. The community we serve expects the highest quality medical 
care at the lowest possible cost. Our commitment is to provide that value to all who 
require our services. | 

I 
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ACTIVITY # 02 - The Memo 
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ACTIVITY # 04 - The Business Letter 
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12 October 19^2 



Ms. Hannah Boyd 
Atlanta, Georgia 

Dear Hannah: 

As fellow co-workers, we are writing to welcome you to Winchester Medical Center. We are 
enclosing quite a few items of information about Winchester and the surrounding area. We 
decided to tell you about the Winchester area instead of the hospital because we don't want you 
to overdose on hospital orientation! We feel that everything you need to know about the hospital 
you will receive in your orientation program. So, here's some useful information about the 
Winchester and Frederick County areas. 

The city of Winchester has an estimated population of 22,000. Frederick County which 
surrounds the city has approximately 43,000 residents. 

We are located seventy-six miles from Washington, D.C. and ninety-seven miles from 
Baltimore, Maryland. Washington is a great place to visit. Some items of interest for a day trip 
to D.C. are the Kennedy Center, Smithsonian Institute, Washington Monument, the White 
House, and the National Zoo, The Inner Harbor in Baltimore is a great place for shopping and 
eating. If you have kids, it's fun for them too with the National Aquarium located next door. 

We have included a brochure on housing, but unfortunately most of the homes are located in 
Northern Virginia. Also, we included a pamphlet of area real estate agents that might be of 
great help. 

There are fourteen elementary schools, three junior high schools, and three high schools located 
in the Winchester/Frederick County areas. Private schools include Powhatan and Sacred Heart 
Academy. Local colleges include Lord Fairfax Community College and Shenandoah University. 

Winchester has eleven shopping centers. Just one, for example, is Apple Blossom Mall. It has 
over seventy-five stores and twelve restaurants to choose from. Apple Blossom Mall also 
includes a movie theater that has a separate entrance for after mall hour movies. 

Winchester and Frederick County have a wide variety of churches for you and your family to 
choose from. Some churches are Baptist, Assemblies of God, Catholic, Lutheran, and 
Methodist. 

You and your family would not have far to go for art and culture. In Winchester, Shenandoah 
University strongly supports the arts. The university has concerts, recitals, plays, operas, and 
musicals each year. Located only a short distance away in Middletown, Virginia is Wayside 
Theater which presents professionally-acted plays through the summer and late into fall. 
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Winchester and Frederick County have a wide field to choose from for dining and lodging. We 
have included a brochure on both. 

You will find that Winchester is like the "hub- of a wheel with many points of interesting places 
surrounding it. We hope that the information that we have included is helpful and that you will 
find everything that you and your family desire. 

Feel free to give us a call when you arrive in the area. We will be glad to help you in any way 
possible. We'd love to be the ••welcome wagon^^ your first night in town! 

Sincerely, 



(names) 

Enclosures: Director}' of Real Estate Agents 
Harmon Houses Marketplace 
Winchester Frederick County Manual 
Dining and Lodging Guide 
••A Slice** of the Winchester/Frederick County Area 

cc: Personnel 

Nurse Recruitment 
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October 19, 1992 



Ms. Hannah Boyd 
Atlanta, Georgia 



Dear Hannah, 

As an employee of Winchester Medical Center, and originator of our Friendly Co-worker 
program, I have been assigned to welcome you here and introduce you to our town, its places 
and its faces. 

I understand you will be here in just one month, which is just around the comer. Perhaps you 
have never been to Virginia before, much less to Winchester, so I am enclosing two maps. Also 
enclosed is a brochure that is nicely illustrated which describes our part of the country. We are 
also close to Maryland and West Virginia, so you can see we're within driving distance of many 
different shopping areas and other points of interest. 

If perhaps you might be interested in taking some night classes, Winchester does have 
Shenandoah University as well as Lord Fairfax Community College ten miles away in 
Middletown. 

Our downtown mall is closed off to cars for about a half square mile. There enjoy one 
bookstore, and some quaint smaller shops and restaurants. Apple Blossom Mall, with the larger 
chain stores and cinema complex, is located about three miles from downtown. Other cinema 
complexes are located near by and across town. 

Wing it away for the weekend to our unique Dulles International Airport, one and a half hours 
away which is served by all the major carriers* Also, Washington National Airport is only two 
hours away. 

To experience the real hustle and bustle of Northern Virginia, along with the traffic, there are 
two major shopping malls - Tysons and Fair Oaks - both about one and a half hours away. 

Downtown Washington, D.C. is about seventy-five miles away and can be reached by Metro 
Rail from Vienna, Virginia, which is about an hour away. The Smithsonian and the National 
Art Gallery, along with many other points of interest are located there. One of our benefits is 
scheduled monthly bus trips, either free or for only a minimum fee. These two particular 
fascinating places are occasionally one of the bus trip choices as you can see from the enclosed 
sample. 

As a prospective employee, you will of course be interested in orientation for RNs; it is quite 
extensive, but then again one can never be made to feel too much at home. There is first 

Section IV, page 8 

372 



Project PRO'S Workplace Writing 




general orientation. Then you will have a department or floor orientation - followed by unit 
orientation, where by you will be introduced to your nurse preceptor and receive on-the-job 
training (OJT). 

The particular unit you have shown interest in, Coronary Care Unit, has eight and twelve hour 
shifts, with every other weekend off. You most likely will get a combination day and night 
schedule, or all nights, in the beginning. Uniforms in this unit are a warm forest green and are 
supplied by the hospital. 

Our day care center for infants and children is right on the hospital campus and open from 
6:00am to 6:00pm. The campus includes a lake, as well as a lovely walking or jogging 
pathway. 

Last, but not least, our cafeteria serves hot, almost home-cooked food from 6:00am to 9:00pm, 
and again from 1 1:00pm to 3:00am, so all shifts may enjoy its convenience. All employees also 
enjoy a 50% discount in the price of a meal and enjoy a wide variety of foods. 

If by now we haven't talked you into coming to Winchester, let me just add a few incentives 
regarding moving. We do have relocation assistance for RNs that provides up to $1,000 of 
coverage. Benefits also include twenty days of paid leave per year, 100% tuition 
reimbursement, as well as hospitalization and dental insurance. 

I hope to see you soon and meet you in person. 



Sincerely, 



(name) 



Enclosures: 



Winchester/Frederick County Virginia brochure 
WMC bus trip opportunities 
WMC map 
Winchester street map 
Map of surrounding areas 



cc: 



Personnel 

Nurse Recruitment 
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Scenario #1 



April 28, 1993 



Patient Name 

Address 

Address 

Dear (patient name): 

I have received and appreciate your last payment in the amount of $ for your 

medical bill. However, this amount is less than your required payment of $ . 

You and I need to discuss your account, your situation, and your options. If I do not 
hear from you in ten days, further action must be taken. 

I am sure we can resolve this quickly. Please give me a call, and thank you for your 

time. 
Sincerely, 



Patient Accounts 
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Scenario #2 



April 28, 1993 

Patient Name 

Address 

Address 

Dear : 

I am contacting you to establish a payment schedule for your medical bill. I have 
enclosed a credit application for you to fill out. You need to send me proof of your current 
income and your last year's tax return. After collecting this information, please sent it to me. 
I will then contact you to discuss and to set up a payment schedule. 

If I do not hear from you within ten days, I will set up a payment schedule based on the 
information we have. 

Sincerely, 



Patient Accounts 



Project PRO*s Workplace Writing 



lERLC 



Section IV, ptgc 12 



3 



76 



Scenario #3 



Dear Mr. Jones: 

During the past three years, you have been very consistent in making your monthly 
payments to WMC, We appreciate your prompt payments, however, we have not received any 
payments from you since January 1993. 

If your financial situation has changes, it may be that you qualify for assistance or that 
your payment amount needs to be adjusted. 

WMC would like to help you in any way we can. Please contact me to discuss the 

matter. 
Sincerely, 
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I recently reviewed my job description and found my duties are more involved than the 
functions listed. 

The functions of a Personnel Assistant according to the job description is: 

• Initiate and maintain personnel files, both hard copy and tiirough data 
entry into the computer system. 

• Review all transaction forms for accuracy , consistency and compliance 
with Medical Center policy and insure Uiat transaction data are recorded 
appropriately and in a timely manner. 

• Maintain accurate and current personnel files, records of transactions and 
pay adjustments and oUier appropriate filing systems as needed insuring 
that all records are accessible and in proper order. 

• Prepare special reports, data gathering and computer printouts as needed. 

• Assist department managers, supervisors and employees with questions 
and information need while maintaining appropriate confidentiality. 

• Generate die performance review and COBRA notifications and otiier 
reports which may be required. 

• • Assist oUier Personnel Department units in providing information needs 
and coordination of efforts. 

In addition to all the functions above, my job also requires: 

• Enter all deductions - taxes, Blue Cross/Blue Shield, child care tuition, 
savings and Frederick County credit union. 

• Coordinate witii payroll the starting and ending of garnishments. 

• Record on paper all changes in transactions to report to payroll and 
various departments. 

• Prepare final paycheck list for Credit, Child Care, Accounts Payables, 
Laundry, and Benefits coordinator to insure employees have paid or made 
arrangements to pay all outstanding debts, 

• Insure all terminated employees have turned in all Medical Center 
property and release their final paycheck. 

• Report to Employee Relations any badges not turned in by terminated 
employees, 

• Enter employees' inservices attended during orientation. 

My job is a very important and a more involved function than my job description states. 
Accuracy is critical because my duties affect various departments throughout the Medical Center. 



Project PRO*s Workplace Writing Section TV, page 17 

3S1 



ACTIVITY # 08 - Instructions 
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Drawing A Radial Arterial Blood Gas 



These instructions will describe the correct protocol for drawing a radial arterial 
blood gas. These instructions were written only for a credentialed therapist, certified in 
arterial blood gases. 

Following the instructions the practitioners will learn to evaluate the patient for 
adequate blood flow to the hand; locate the radial artery; remove the blood from the 
artery and curtail the bleeding. 

The protocol is organized into four section: notification; verification; evaluation; 
and extraction. 



By following these instructions in the order presented, the practitioner will be able 
to draw an arterial blood gas with no harm to the patient. 

XL Description of Equipment 



A.) Biood Gas Kit Contents 


1. 


identification table 


2. 


2x2" gauze 


3. 


alcohol wipe 


4. 


rubkxr cube 


5. 


syringe cap 


6. 


ice bag 


7. 


dry heparin 3cc syringe 


Protocol 





A. ) Notification: 

1. A physician's order must be in the patient's chart asking for an arterial blood 
gas to be drawn. 

2. The floor secretary will take the order off the patient's chart and notify 
Respiratory Services through the computer system. This is done by generating 
an arterial blood gas slip from the computer and sending it to Respiratory 
Services. 

3. Once tlie notification has been received the procedure begins. 

B. ) Verification: 

1 . The practitioner will go to the patient's chart and verify the physician's order. 

2. The practitioner will check the chart to see if the patient is on any blood 
coagulants. 

3. The practitioner will read the patient's history. 
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4. The practitioner will review the previous blood gases. 

5. The practitioner will check to see what FIO2 patient is receiving. 

C. ) Evaluation: 

1. The practitioner will enter the patient's room and identify himself. 

2. The practitioner will state the purpose of being in the patient's room 

3. The practitioner will ask to evaluate the radial artery for good pulses. 

4. The practitioner will locate the pulse in the radial artery and complete the 
Aliens Test, to evaluate adequate blood flow to the hand. This is done by 
grasping the hand and occluding the blood flow of the ulnar and radial arteries 
for 15 seconds. After 15 seconds has passes, release the pressure on both arteries 
and watch how fast the color or blood flow returns to the hand. 

5. If the blood flow, is slow to return try the other hand. 

6. Once the Aliens Test has been completed prq)are for blood extraction. 

D. ) Extraction: 

1. Open the blood gas kit and take the plastic bag out. Fill it 1/4 full of crushed 
ice f^om the floor ice machine. 

2. Have the patient positioned in a semi-flowers position. 

3. Fill out the patient's label from the blood gas kit. 

4. Adorn a pair of latex gloves from the patient's room. 

5. Take the patient's hand and feel for the radial pulse. 

6. Once a good bounding pulse has been located, open the alcohol wipe from the 
blood gas kit and cleanse the stick site. 

7. Lay out the articles of equipment in the blood gas kit on a bedside table 
within easy reach. 

8. The practitioner will pull the barrel of the 3cc blood gas syringe back to 2cc. 

9. The practitioner will locate the bounding radial pulse again with his free 
forefinger. 

10. The practitioner will hold the syringe at a 45'' angle facing the patient with 
its bevel up in the other hand. 

11. Insert bevel up syringe at 45"" angle into the radial artery. The location is 
about 1 to 1 1/2 inches distal to start of the thumb joint. 

12. When arterial blood starts to enter the syringe, hold the syringe steady until 
2cc of blood has been extracted. 

13. When 2cc of blood has been extracted the practitioner will remove the 
syringes from the radial artery and immediately place the 2x2" gauze on the stick 
site and hold pressure for 5 minutes. 

14. With the other free hand the practitioner will insert the syringe 5 times to 
mix the blood with the dry heparin already in the syringe. 

15. After inverting the syringe, the practitioner will stick the syringe needle into 
the rubber cube and then place the syringes filled blood into the bag of ice. 

16. After holding the stick site for 5 minutes, the practitioner will check the site 
to see if bleeding has subsided. 
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17. If the bleeding has stopped, take the syringe out of the ice bag and remove 
the needle from the syringe and replace it with the needle cap. 
18- The practitioner will place the discarded needle into a needle box located in 
the patient's room. 

19. The practitioner will place the syringe back into the ice bag and then fill out 
the information on the computer slip. 

20. The practitioner wiU send the blood gas syringe and the computer slip to the 
lab through the hospital tube system. 
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How To Set Up Trapeze and Leg Exercisor 



I. Introduction: 

These instructions will tcU you how to safely set up the trapeze and leg exercisor. This 
equipment is used for a person with a fractured hip. These instructions are written for 
someone who has no knowledge of traction equipment. After reading these instructions, 
a person should be able to construct a trapeze and lege exercisor with safety and without 
difficulty. 

II. Organization of Instructions: 

The body of these instructions is organized into three sections - A. Parts To Be 
Assembled; B. How To Set Up Equipment; and, C. How To Use Equipment. 

in. Parts To Be Assembled: 

A. Trapeze and frame assembly - sell illustration on frame assembly page 1. 
4 I.V. post clamps 

2 36" straight bars 

1 cross clamp 

1 3P double clamp S bar 

1 48" swivel clamp bar 

1 long telescoping bar 

1 27" curved bar (not in illustration) 

1 trapeze 

B. Leg Exercisor Assembly 

1 head board to frame connector 
1 overhead connector 
1 chain link support 
1 or 2 straps 

IV. How To Set Up Equipment 

1. Placel.V. Post Clamps into the slots at the foot and head of the bed. See illustration 
2. 

2. Place 36" straight bars (one at the foot and one at the head) into I.V. Post Clamps, 
secure and tighten (illustration 1). 

3. Connect cross clamp to the 36" straight bar at the foot of the bed. Clamp goes in the 
center (length wise). 

4. Connect 31" S bar to the 36" straight bar at the head of the bed (illustration 1). 

5. Place 48" single clamp bar into cross clamp and secure at the foot of the bed 
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(illustration 1). 

6. Attach long telescoping bar to clamps at the top of the bed and tighten. Make sure 
telescoping bar is parallel to bed (illustration 1). 

7. Attach IT double clamp curved bar to 48" single clamp bar and telescoping bar to 
keep frame stable (not shown in illustration). 

8. Attach trapeze to telescoping bar at chest level. 

Setting Up A Leg Exerciser For A Right Fractured Hip 

1. Refer to illustration 4 number 4. Attach head board to frame connector clamps to 36" bar 
and the springs underneath the bed. (you may have to slide 31" S bar slightly to the left.) 
Tighten with the bottom clamp. 

2. Insert the overhead piece into frame connector. (See illustration 4 number 3.) 

3. Attach chain link to hook on overhead piece. 

Using The Leg Exerciser 

1 . Place strap under calf of R leg. 

2. Pull overhead piece down and attach the hook to the 4 holes in the straps. 

3. Release leg exerciser until leg is 6 to 8 inches off the bed. You may have to adjust the links 
to get the correct height. 

4. Press leg down and touch the bed. Hold for count of two and release. Do 10 reps, and 
stop. Rest for 30 seconds, then do 10 more. Rest, and repeat cycle. Exercise for 20 minutes. 
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To be a Certified Muroir.ts: Assistant, ycu r.eei to be energetic and have 
a good personalics". First ix^ressiom are ^asting impressions: 

If you go to a patient's room who nas just come from surgery, and you 
have a smile on your face, it would brighten the patient's day. If you have a 
chip on your shouiaer it reflects oa the patient's recovery. You need to step 
lively to attend to all of your patient's needs. If you have a post-op patient, 
his temperature and vital signs need to be taken every four hours. With a 
patient that is almost fully recovered, ycu only -ed to t«ake his vitals at the 
begiriHing of a shift. The patient needs t:^ be ba ::ed daily. One patient may 
need more help than another depending cn his staie of recovery. It is hectic 
when you have fovr patients asking for someth.r.g riririk, and a post-op 
patient that ne^d-cd vitals taken. You need to taJ-ie the patient's vital signs, 
ar^a then get the other patients their drinks. If you are a dynamic person with 
a good personality, this Job may be for vow. 
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ACTIVITY #10 - The Persuasive Report 
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ACTIVITY # 09 - Presentation Preparation 
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To be a Certified Nursing Assistant, you need to be energetic and have a good 
personality. First impressions are lasting impressions! 

If you go to a patient's room who has just come from surgery, and you have a simile on 
your face, it would brighten the patient's day. If you have a chip on your shoulder it reflects 
on the patient's recovery. You need to step lively to attend to all of your patient's needs. If 
you have a post-op patient, his temperature and vital signs need to be taken every four hours. 
With a patient that is almost fully recovered, you only need to take his vitals at the beginning 
of a shift. The patient needs to be bathed daily. One patient may need more help than another 
depending on his state of recovery. It is hectic when you have four patients asking for 
something to drink, and a post-op patient that needs vitals taken. You need to take the patient's 
vital signs, and then get the other patients their drinks. If you are a dynamic person with a good 
personality, this job maybe for you. 



ERIC 



Project PRO'S Workplace Writing 



393 



Section IV, page 29 



ACTIVITY #10 - The Persuasive Report 



Project PRO'S Workplace Writing 



II 



3^4 



Section IV, page 30 



no sample available, sorry! 



Project PRO'S Workplace Writing Section IV, page 31 



395 



Evaluation Materials 



Name : 

Department : 



PROJECT PRO 
SUPERVISOR EVALUATION FORM 

Dace: 



WHAT IS PROJECT PRO? 

Project PRO is a workplace literacy educational program designed to 
increase the participant's skills so as to improve their workplace 
performance in this technical age. The courses are designed so 
that participants use thinking, problem-solving, communication, and 
teamwork skills to improve their reading, math/ and writing 
abi I i t ieis . 

REASON FOR SURVEY: Funding for this project is through a federal 
grant which requires an evaluation of the effectiveness of the 
program. We realize that 12 weeks of classroom experience can not 
achieve dramatically significant changes. However, we would like to 
have some feedback for program evaluation purposes from supervisors 
as to the progress, if any, they think has been made by the 
participants from their departments. We would appreciate your 
taking time to complete this form. 

How many Project PRO participants do you supervise?, 

A. Have you observed in the Project PRO participants you 
supervise : 

Any change in their workplace performance? YES NO 

If yes, these are some of the answers we have received. 
You may want to circle the ones you have observed or 
descr ibe others : 

Improved their communication skills Y N 
Increased their productivity Y N 
Fewer absences, improved attendance Y N 
More confidence/pride in their work Y N 
Other, Please Describe in Detail 



2. Any new skills or transfer of classroom skills on their 
job. YES NO 

If yes, please describe: 



3. Any teaibuilding behaviors or greater cooperation 

with i^ellow workers? YES NO 

If yes, please describe: 
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Any change in their problem-solving abilicies? YES NO 
If yest please describe: 



5. Has there been any change in their thinking abilities 
as evidenced by behaviors such as asking questions* 
attempting to clarify instructions, and readins and 
using resources Cincludifig yourself and other 
people) to help perform their work. YES NO 

If yes, please describe: 



B. Based on the current Project PRO participants* 

performance, would you encourage other employees 
you supervise to participate in the program? YES NO 

Would you recommend to another supervisor 

that they encourage their employees to 

attend Project PRO classes? YES NO 

D. If applicable, please discuss other things that 
Project PRO classes could cover which would benefit 
your department? 



E. In your opinion, do Project PRO participants from 
your department seem to be better employees as a 
result of their participation in this program? 
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PROJECT 



WINCHESTER MEDICAL CENTER 
EVALUATION OF PROJECT PRO COURSE 



PXOFtSSIONAt RlAOINtSS OPFORTT. 



Course Title: 
Date: 



Number of years at WMC: 

How long: 

How long: 



Your Dept. : 
Job Title:. 



Age : 



Sex: 



Participation in Project Pro is designed to assist you in 
developing and using your thinking and problem solving skills. 
Success in developing these skills is brought about by classroom 
practice. 

In order to assist us in improving our methods, we would like 
your feedback on your progress and ours for the semester. If you 
would complete the following questions using the back of the paper 
if necessary, we would appreciate it. 

1. How many classes in this course have you attended: 

2. How much time per week do you put into the learning process 
(include classroom hours): 

3. What were your immediate goals that you wanted to achieve by 
attending this course? 



Did the course assist you in achieving your goal? Yes No 

a. Tested higher on a GED test 

b. Improved my communication skills on the job 

c. Improved my communication skills at home 

d. Increased my productivity at work 

e. Improved my attendance at work 

f. Increased my confidence (self-esteem) 

g. Other [ 

If possible, please describe how the course assisted you. 



List all the new skills you have developed since you have 
been in the course. 



399 



6« Are you using or can you use those skills on the job? Yes No 
Please describe. 



1. What new goals, either personal or educational t hare you 
thought about trying since you hare baen in this class? 



8. Are you getting enough help from your teacher? Yes or No 
If not 9 how could the teacher improve? 



9. What can we do as a team to improve your progress? 



Please circle one number to show how you would rate each item. 

10. How would you rate this course: 

Very interesting 7 6 5 4 3 2 1 Boring 

11. How would you rate this course: 

Very useful on the job 7 6 5 4 3 2 1 Not practical 

12. How would you rate this course: 

Much too difficult 7 6 5 4 3 2 1 Much too easy 

13. How would you rate this course: 

Very useful outside of work 7 6 5 4 3 2 1 Not practical 

14. How would you rate the materials used in this course: 
Very interesting 7 6 5 4 3 2 1 Boring 

15. How would you rate the materials used in this course: 
Very useful on the job 7 6 5 4 3 2 1 Not practical 

16. How would you rate the materials used in this course: 
Much too difficult 7 6 5 4 3 2 1 Much too easy 
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PROTECT 



PRO AT WORK 



Please complete this form when an employee who has attended Project PRO demonstrates skills, 
knowledge, increased productivity, or other positive behaviors. 



Employce(s) 



Check as many as apply: 



Demonstrated increased coaildeQce/cel/^ stents 

Tnmsferred classroom knowledge to iftoricplace activjy 

Demonstrated problem solving abilities 

Shared knowledge with co-worker(s) 

Used improved communicatiaa skills 

Other (Please specify) 



Department 



Initiated teamwork 
Instructed co-worker(s) 
A^ked insightful question(s) 
Generated valuable suggestion(s) 



PLEASE DESCRIBE THE INCIDENT AS FULLY AS POSSIBLE: 



Supervisor: 



Date: 



Original: To Project PRO through interoffice mail 
Projca PRO - ExL 89«0 



First Copy: To Employee 



Second Copy: For Your Records 
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PROJECT PRO: VIDEO EVALUATION 



Did the participant contribute or attempt to contribute to the 
discussion? 

Did the participant's contributions reveal evidence of 
vocabui ary deve lopment ? 

Did the participant's contributions reveal an evaluation of 
his or her xeading skills? 

Did the participant's contributions show that he/she was 
analyzing ideas and concepts in that he/she 

(1) analyzed elements (finding assumptions, 
distinguishing facts from opinion); 

(2) analyzed relationships (relevant data^ cause 
and effect, fallacies); or 

(3) analyzed organizational principles (form and 
style, inferring author's purpose) (SAX, 1989) 

Did the participant's contributions reveal his/her use of 
problem-solving strategies (i.e. breaking problems into parts, 
seeing problem-solving as a process, working in a step-by-step 
manner, developing solutions, and supplying reasons for the 
solutions)? 

Did the participant talk about his/her experience using 
resources? 

Did the participant's contributions show that he/she 
understands and knows how to apply ideas? 

Did the participant's contributions show that he/she makes 
connections and understands relationships among ideas, topics, 
and facts? 

Did the participant's contributions reveal evidence of 
the f o 1 lowing component s of eva i uat ion : 

(1) a commitment to and a value of the worthiness of a 
task , idea , or concept ? 

(2) has a philosophy of life; knows who she/he is and 
what she/he stands for; and acts accordingly? 

Did the participant's contributions show evidenc* that he or 
she took responsibility for his/her own learning? 
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YOUR NAME : 



DATE : 



PLACE A MARK (/) IN THE BLOCK AS EACH PARTICIPANT MAKES AN 
APPROPRIATE COMMENT. ADD THE NUMBER OF MARKS AND WRITE IT UNDER 
THE BLOCK FOR A FINA^ SCORE. PARTICIPANTS ARE NUMBERED FROM LEFT 
TO RIGHT #1 TO #6 (DO NOT COUNT THE INTERVIEWER, LEE ANNE TURNER.) 

cofmoH^cAiioti/ezAsai^ skills; 



CONTRIBUTES TO DISCUSSION . 
Part ic ipant 

*1 *2 43 



»4 



T 



= 6 



SHOWS VOCABULARY DEVELOPMENT . . . 
Part ic i pant 

#1 #2 *3 *4 




EVALUATES OWN READING SKILLS. 

Part ic ipant 

#1 *2 #3 



ANALYZES WRITTEN MATERIAL... 

Part ic ipant 

#1 #2 #3 



PR03L3M-30L72He i 



#4 



#4 



#5 



#5 



45 



*6 



*6 



#6 



DEVELOPS AND USES PROBLEM-SOLVING... 
Part ic ipant 

#1 #2 #3 #4 



E 



USES RESOURCES. . . 
Part ic ipant 
*1 *2 



43 



Jt4 



45 



#6 



= 0 
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i:G(]:(OCXt^O SKILLS i 



UNDERSTANDS/APPLIES IDEAS. 
Part ic ipant 

#1 *2 73 



e4 



»6 



UNDERSTANDS/ANALYZES RELATIONSHIPS BETWEEN IDEAS OR TOPICS. 
Part i c ipant 

*1 i2 *3 sJ. *5 ' *6 



ABLE TO EVALUATE INFORMATION... 

Participant 

#1 #2 #3 *4 



#5 



SSL?- s 



#6 



SHOWS RESPONSIBLE FOR OWN LEARNING.. 
Part icipant 

*1 «2 #3 #4 



#5 



#6 
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